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PARTICIPANT GUIDE: COST ACCOUNTING

frhis guide introduces the processes used to create and maintain Cost Accounting data for grants,
projects, programs, and jobs in AFIS. Also covered, is how to research information related to these Cost
Accounting activities. Cost Accounting activities range in scope from State-funded operational programs
to Federally-funded grants and highway construction projects. The lifecycle of an activity may span a
few months to several years.

This training will review:

= Examine the Cost Accounting features and processes

= |dentify the Cost Accounting component levels and their uses

= Review a federal grant award agreement and determine the needs of the grant

= Create a Cost Accounting structure using the Cost Accounting Setup (CAS) document based on
the Federal Grant you have received

= Create and review both program expense and reimbursement budgets

= Review the Cost Accounting History table and how to locate finalized both Cost Accounting
Setup and Cost Accounting Modification documents

= Review the navigation of Cost Accounting using tables, documents, and queries

= Maintain a Cost Accounting structure using the Cost Accounting Modification (CAM) document

= Create an expense document to process against the Cost Accounting Structure that was created

=  View how an expense document will post to the corresponding budget inquiry tables

= Close a project or grant
Cost Accounting Overview

This first section we will review:

= |dentify the cost structure as the component of AFIS that is used for Cost Accounting.

= Read and interpret a Federal Grant Award Agreement and understand the needs of the grant
and how to satisfy those needs with a cost structure.

= List and define the required elements for Cost Accounting (Major Program, Program, and
Program Period).

= List and define the optional elements for Cost Accounting (Funding Profile, Funding Priority,
Funding Line, Funding Profile Inference, Budget).
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= List and define the additional Chart of Accounts elements available to capture Cost Accounting
information (Activity, Location, and Function).

= Differentiate between Major Program and Program.

The cost structure is the component of AFIS used for Cost Accounting. The cost structure is a hierarchy
of specialized Chart of Accounts elements that provide specific controls and tracking capabilities for
transactions that support project and grant activities.

The cost structure elements required for Cost Accounting are Major Program, Program, and Program
Period. An agency must have in AFIS to use the Cost Accounting structure this base level. The optional
cost elements include:

=  Funding Profile and components
=  Funding Profile Inference
=  Budget

Phase, Task Order, Location, Sub Location, Activity, Sub Activity, Function, and Sub Function are
additional Chart of Accounts elements available for departments to capture additional information
about Cost Accounting activities. The Major Program, Program, Activity, Function, and Location
elements also have four roll up levels (Group, Type, Category, and Class) used to aggregate Cost
Accounting data.
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Cost Accounting Description

Cost Accounting is the process of accumulating, analyzing, and reporting cost information related to
projects, grants, programs, and jobs. Cost Accounting in AFIS includes setting up cost structures after
being awarded a grant or starting a project; tracking grants and projects; generating drawdown requests
for reimbursement from funding sources (creating receivables from federal agencies); receiving
revenues; and reclassifying grant and project transactions if funding sources change over the lifecycle of
the project or grant.

AFIS utilizes the cost structure to capture Cost Accounting information. The cost structure is a hierarchy
of specialized Chart of Accounts elements. Major Program elements used for Cost Accounting in AFIS
vary based on both the characteristics of each activity and the information needs of the department;
however, each grant or project must have a Major Program, at least one Program, and at least one
Program Period. AFIS supports the use of multiple, concurrent cost structures that work in conjunction
with each other.

Additional elements within the cost structure utilized for Cost Accounting are listed below.

=  Funding Profile

®  Funding Priority

=  Funding Line

=  Funding Profile Inference
= Budget

The use of these additional elements depends on the type of activity. This is discussed more in Overview
of Cost Accounting Setup section.

Each Major Program and Program has four levels of rollup: Group, Type, Category, and Class. Rollups are
used to aggregate and report on Cost Accounting information. The Group and Type rollups are available
for department use, while the Category and Class are used for State-wide reporting purposes. Major
Program and Program Category rollups are vitally important to the overall structure of the Cost
Accounting Module within AFIS. These rollups dictate whether a specific Grant/Project should or
should not be included for Federal Reporting purposes.

Several model cost structures, using a variety of available chart of account elements, have been
established as part of AFIS system implementation to meet the various needs of each department See
the Appendix (Cost Structure Models section) for additional information on each model. Refer to your
department leadership for information on the cost structure(s) and accompanying budget structures
that your department is using.
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In addition to the cost structure, additional Chart of Accounts elements are available to capture
information about Cost Accounting activity: Phase, Task Order, Activity, Sub Activity, Function, Sub
Function, Location, and Sub Location. These elements are utilized when required by department
procedure. Activity, Function, and Location have four levels of rollup: Group, Type, Category, and Class.

Cost Accounting Setup Overview

A grant or project is set up in AFIS using key Chart of Accounts elements within the cost structure. These
elements are entered on the Accounting and Posting lines of expenditure, disbursement, and general
accounting documents to associate the transaction with the grant or project. In this section, we will
walk through in detail, each component and the minimum required fields that must be entered.

wAFls Jump to: & co| APHome é& Personalize

‘Welcome, Instructor 1 Procurement Budgeting Accounts Receivable Accounts Payable

NOte: We Wi“ Cost Accounting Setup(CAS) | Dept: 100 1D: 201500000042 Ver. 1 Function: New Phase: Draft j
. . Document Navigator [/
dlscuss the toplcs Header General Information ‘
listed in the left wapr Program
Bagam Document Name: ISubmit Budget Document(s): I
Document Program Phase . = ’
Navigator panel Program Period _
h h t thls T Fiscal Year:
t roug ou unding Profile period:
K Funding Priority LB
course. Outl | ned Funding Line Document Description: Set up Cost Accounting Structure for new
here for your Internal Buyer Funding Line EoeCTan, -
reference |n each Funding Profile Inferen: Extended Description
Budget -
image. AS Wel | as e ee— Extended Description:
the tabs within
eaCh Component. i Document Information
Created By: training1
Created On: 08/09/2019
Modified By: instructort

The Header section allows you to enter data within the standard Document Name, Record Date, Budget
FY, Fiscal Year, Period, and Document Description fields. The system displays information regarding the
document history (for example, the Created By, Created On, Modify By, and Modify On fields).

The Submit Budget Document(s) flag controls the automatic submission of budget documents
generated by the CAS document. If this flag is selected, then the system attempts to submit all
generated budget documents to pending status. If this flag is not selected, then the system generates
the budget documents but leaves them as drafts.

Note if the flag is selected when the CAS/CAM doc goes final and is in pending status whoever
is the next level of approval will see that the budget doc was created by the last person to
touch the doc. This will always be a GAO employee except DEA and DTA.

Reasons for not automatically submitting a budget document include the desire to add descriptive
information (for example, FHWA Improvement Type) or to manually adjust the funding structure or
amounts.
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GAFIS

Welcome, Instructor 1 Procurement Budgeting

Cost Accounting Setup(CAS)  Dept: 100 ID: 201300000042 Ver.. 1 Function: Mew Phase: Draft j

General
Information

Tab S — | Header

Header
Major Program

[el-BIYEIR LG L Extended Description | Document Information
Program

Program Phase Document Name:

Program Period

Funding Profile Record Date: /|
Funding Priority Fiscal Year:
Funding Line Period:

Internal Buyer Funding Line o .
Document Description: Set up Cost Accounting Structure for new

Funding Profile Inference Federal Grant “

Budget

Created Documents

= Document Name - Optional field where agencies can give the document a
name.

= Record date - This field will auto populate when the validate button is clicked.
=  Fiscal Year - This field will auto populate when the validate button is clicked.
=  Period - This field will auto populate when the validate button is clicked.

= Document Description - This section is for the creator of the CAS/CAM
document to provide detailed information on what the purpose of the
document is. By putting a detailed description, it will lead to a reduction in the
amount of time reviewing and quicker approvals knowing what the end goal of
the document is.

=  Submit Budget Document(s) - The default setting is set to be checked
meaning any budget document created in a CAS/CAM document will be sent
directly to a pending status for department approval as opposed to being
created and put into draft status.
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Extended Welcome, Instructor 1

Description Cost Accounting Setup(CAS) | Dept: 100

Tab Document Navigator X

Header

Major Program
Program
Program Phase
Program Period
Funding Profile
Funding Priority

Funding Line

Procurems

ID: 201500000042 Ver.. 1 Function: New Phase: Draft

General Information ESIEGLELEESJa {0l Document Information

Extended Description:

= Extended Description - There are character limitations to the document
description (60 Characters) if you need more room for the document
description place it in this section.

<GAFIS

Welcome, Instructor 1

Document
/nformatlon Document Navigatur
Tab Header

Major Program

Program

Program Phase

Program Period

Funding Profile

Funding Priority

Funding Line

Internal Buyer Funding Line
Funding Profile Inference
Budget

Created Documents

Jump to:

Procurement Budgeting

Cost Accounting Setup(CAS)  Dept: 100 1D: 201500000042 Ver.: 1 Function: New Phase: Draft -

£ Header
General Information | Extended Description el T3 8l T Elilel ]

Created By:
Created On:
Modified By:

Modified On:

training1
08/09/2019
instructor1

02/10/2021

= Created By - This field is generated by the system based on the employee

who creates the document.

= Created On- This field is generated by the system based on the creation date

of the document.

= Modified By - This field is generated by the system based on the last

employee to modify the document.

= Modified On - This field is generated by the system based on the date of the

last modification made to the document.
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wAFIS S 10 CA: & c0] @ rome JYrersonaive @ accessiomy [ Aotien ¢ avou | [

Weicome, Instructor 1
CostAccounting Setup(CAS) Dept: 100 ID: 201500000042 Ver: 1 Function: New Phase: Drat |~

Procurement | Budgeing Accounls Receivable | Accounts Payable

Document Navigator (%] p ; 8
Header

Department  Major Program  Program Period Program Period Inf From Program Period Int To Reimb Status Program Period Sequence
Major Program ¥ 100 100MP 10015 070172014 06/30/2015 Allowed for Reimbursement

Program From 1 to 1 Total: 1 Show Lines: [ 10 w | | Exportlo CSV.
Eroqram Phase

Program Pericd 5 Tab view
Funding Profie General Information a
Funding Friorty Department: 100 * program Perioa Int From: o7oizots [

Funding Li oM

LR Major Program: 1001 * program Perioa Int To: 06302015 [0

Internal Buyer Funding Line Major Program Name: 100 STATE ACCESS AND VISITATICN Active:

Funding Profie Infe

SIS Bt ence * Program Period: 10015 Eudget

Budget N

* Program Period Name: 100 Stale Access and Visiti
Created D < Reimb Status:  Aliowed for Reimbursemant ~
* Short Name: 100 Acc and Vis
General Options
Stage Definition: No GrantD: GRANT100 @

Stage Profile: 2 Grant ID Name: Gran100

Description/Cantact

Ccontact:

[%

Description

3 Eon| | (D copy| [ vawdate | Ed suomi| | (G Oiscara | au View PUF | | @ Punt | _Processinge | | Worktiow= | Fie~ | 3 Close |

WAFIS Jump to] MJPRG &/ co| P Home

Welcome, Instructor 1 Procurement Budgeting Accounts Receivable
311-MA - Financial MA2

Major Program

[+] Message Center

Search
History Department Major Program Name Active Effective From Effective To Drawdown Group
N v 100 BUDGET Budget UAT Yes
Favorites
100 FAMJRPROG FAMJRPROG Yes
[# Administration 100 MJPRG IMajor Program for Training Yes

Open Admin 101 BUDGET Budget UAT Yes
101 FAMJRPROG FAMJRPROG Yes

Open Financials First Prev Next Last Aftachments

DESHERY Save Undo Delete Insert Copy Paste Search @R
¥ General Information
“Department : [ @ Effective From : [
Instructor Effective To : /;

*Major Program :|BUDGET
Auto Generate :[_|
Prefix :
“Mame : Budget UAT
*Short Name : Budget

Active : [

Budgeting : [
Reimb Status :| Allowed for Reimbursement v

Reimb Exclusion :[_|

b General Options

P Rollups

P Description/Contact

P Highway Project

P Overhead
The Major Program (MJRPG) page is the highest level of the Cost Accounting structure
and is a required element in the cost structure. All remaining Cost Accounting
elements are organized under the umbrella of the Major Program element. The role of

the Major Program is to define global characteristics, behaviors, and controls for all
aspects of the grants or projects.

Note: that any headline in parenthesis is the AFIS Jump to page code to find that
corresponding table
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The Major Program may identify an individual project or grant, or a grouping of projects or grants based
on department needs. Each department will determine the best cost structure for each project or grant
based on budgeting, reporting, and tracking requirements for the project or grant. For some, the
grant/project will be set up at the Major Program level. For others, the Major Program will be used to
summarize project/grant activity, and the actual project/grant will be established at the Program or
Program Period Setup level. Major Program also has Group, Type, Category, and Class rollup codes
available.

The MJPRG page allows you to establish global characteristics and behaviors for the project. Examples of
global characteristics that can be established on MJPRG include:

o ldentifying the Reimbursement Budget Structure used for the project(s)
o Establish the reporting basis of the project

o ldentify the type of funding your agency is receiving (State, Federal, Donation, etc.)
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GAFIS

Welcome, Instructor 1 Procurement Budgeting A

Cost Accounting Setup(CAS) | Dept: 100 ID: 201500000042  Ver.: 1 Function: New Phase: Draft j

Document Navigator X . . - =

General Header
. Department Major Program Name
Information Tab Major Program E ASEand
100 100MP 100 STATE ACCESS AND VISITATION

Program

The General From 1 to 1 Total: 1
. Program Phase

Information Program Period
Component Funding Profile G 1 Inf p . Opi Roll D intion/C + | High Proiect
. Iy CLTIEIRIN L GBI General Options | Rollups | Description/Contact | Highway Projec
Identlfles the Funding Priority
Major Program. | rFunding Line * Department: 100 &
Key fields in this Internal Buyer Funding Line Instructor
component Funding Profile Inference * Major Program: 100MP iy
InCIUde: Budget Auto Generate:

Created Documents

Prefix:
* Name: 100 STATE ACCESS AND'
* Short Name: 100 ACC AND VIS

= Department - Unique agency code for the department managing the
Major Program, this is your agency's three digit AFIS code.

=  Major Program Code - The unique ID code that identifies the Major
Program and will be input manually by someone at your agency when they
first create the project using a Cost Accounting Setup (CAS) document. This
identifies the project or the grant, or a grouping of projects or grants. This
field is limited to sixteen alphanumeric characters.

= Effective From and To - These date fields are optional and typically remain
blank for the Major Program. Effective dates for project and grant activity
differ from Inference dates that will be explained in the Program Period
section. By putting effective dates on the Major Program it will prevent a
Major Program from being used outside that date range. If a transaction
will be outside of an effective date the agency must extend or remove the
date or the system will not allow the transaction.

=  Reimbursement Status - This field is associated with the reimbursement
functionality in AFIS. If your agency is utilizing the Front-End Split
functionality the Reimbursement Status field will have an impact. If your
agency wants to use the system to generate receivables or cash receipts
Allowed for Reimbursement should be selected. If your agency wishes to
delay the receivables or cash receipts, then Suspended for Reimbursement
should be selected.
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GAFIS

Welcome, Instructor 1 Procurement Budgeting

Cost Accounting Setup(CAS) | Dept: 100 ID: 201500000042 Ver.. 1 Function: New Phase: Draft j

Document Navigator x . . . =
General Options Header
TGb e Department Major Program Name
100 100MP 100 STATE ACCESS AND VISITATION
The General ::z:: S From 1 to 1 Total: 1
Options Program Period
component has Funding Profile — - 2 : — : :
important fields uncing Proy General Information Rollups | Description/Contact | Highway Proje
relating to the Funding Line Stage Definition:
financial control of Internal Buyer Funding Line Reimb Budget: 39 4|
the Major Program. | Funding Profile Inference REIMBURSABLE GRANT BUDGET
Key fields in this Budget Reporting Basis: Accrual -
component Created Documents Drawdown Group: 4
include:
Drawdown Department:
Drawdown Unit:

= Reimb Budget - A reimbursement budget is required for projects and grants using the
automated reimbursement or front end split processes. The most common selection is Structure
ID 39. If budget control is required at the Program/Phase level, select Structure ID 40.

= Reporting Basis - This setting tells AFIS to infer the Program Period based on the record date of
the cash expenditure. For all Major Program records, the recommended setting is Accrual.

= Drawdown Group - A drawdown group is an optional value that is entered for projects and
grants using the automated reimbursement process, when a single funding agreement covers
more than one Major Program (usually in multiple departments). It may be overridden at the
Program level. Refer to Application Help for additional information on Drawdown Groups.

= Reclass Exclusion - This field indicates if Posting lines that have this Major Program value are to
be reclassified when the offline Reclassification Process is run. See Application Help and the Cost
Accounting Run Sheets for additional information.

= Split type - The Split Type field instructs AFIS how and when to apply funding splits (for example,
Federal funding of 75%, and State funding of 25%).

o For projects and grants using the automated reimbursement or the front end split
process, select Front End Split (FES). This tells AFIS to apply the funding split at the time
the transaction is entered in the system. This will require your agency to use a
reimbursement budget. Depending on the budget structure your agency uses you may
use either 39 or 40 budget structure. (For agencies, using the 38 or 97 budget structures
you will use 39 as the reimbursement budget and for those using 37 you will select the
40-budget structure.)

=  When Front-end Split is selected, it requires a reimbursable budget structure
(39/40) depending on which expense budget will be utilized.
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o For projects and grants that will not use either the automated reimbursement process
nor the Funding Profile tables, select No Automated Splits — No Bill.

= This should be used by all agencies for every structure unless they intend to use
the reimbursement feature of the system. (Front-End Split)

Federal Appropriation Setup - The Federal Appropriation Setup field instructs AFIS to look at
either the Program Period or Funding Line for the federal reference numbers such as CFDA or
Federal Appropriation Number. The Federal Appropriation setup should only be at one
component.

Grant ID — The Grant ID may be used to link the information on the grant award in the Grant
Lifecycle Management component of AFIS to the cost structure. This is one of 4 locations Grant
ID can be linked to the cost structure and it is not best practice nor recommended to enter it at
this level. For grants established at the Major Program level, search for and select the Grant ID
to which this Major Program will be associated. It is important to note that once a Grant ID is
attached to the Major Program level all expenditures using any combination of chart of account
elements under that Major Program will be associated with that Grant ID. If you ever receive a
new Grant ID for this project, you must create an entirely new cost structure so that the
information will not be overwritten by a new Grant ID.

CFDA Validation Required - This check box indicates whether a CFDA number must be validated
against the CFDA Number (CFDA) page for Chart of Accounts elements established for this Major
Program. When checked, the Federal Catalog Prefix field and Federal Catalog Suffix field values
specified on the PPC page, Funding Line page, CAS document, or CAM document will be
validated against the CFDA Number table to ensure it is a valid value. This check box defaults to
unchecked.

o By selecting this box the system will make sure they are using a valid CFDA number that
has been established. If this is not checked, there will be no check and they could
potentially set up a structure that has an invalid CFDA number, which could affect year-
end reporting. CFDA — Catalog Federal Domestic Assistance
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Rollups Tab

<AFIS

Welcome, Instructor 1

Jump to 4 co

Procurement Budgeting Accounts Recq

Cost Accounting Setup(CAS) | Dept: 100 ID: 201500000042 Ver.. 1 Function: New Phase: Drart j

Document Navigator

Header

x Major Program Dspartment; 100__ Major Program: 100MP

Major Program

Program

Program Phase

Program Period

Funding Profile

Funding Priority

Funding Line

Internal Buyer Funding Line
Funding Profile Inference
Budget

Created Documents

Department Major Program Name Active
100 100MP 100 STATE ACCESS AND VISITATION Yes

From 1 to 1 Total: 1

General Information | General Options m Description/Contact | Highway Project || Overhead

Major Program Class:

Major Program Category: 01

Major Program Group:

= & & =

Majer Program Type:

The Rollups component provides four levels to aggregate project or grant activity for reporting
purposes. The Major Program Class and Major Program Category are used for Statewide reporting
purposes. The Major Program Group and Major Program Type rollups are department-specific and
should be completed according to department procedure. Below are the options for rollups under the
Major Program Category:

01-Federal Grant- Direct from Federal Government

02-State Grant- Non-Federal from Another State Agency

03-Local Grant- From a Local Government

04-Private Grant- From a Non-Governmental Entity

05-Federal Pass-Thru Grant- From another State Agency from a Federal Agency

07-Federal Fee for Service Contracts

08-Private Pass-Thru Grant-From another State Agency from a non-Governmental Entity

09-Capitated Payments

10-Federal Pass-Thru Grant-From Non-State Governmental Organization

11-ARRA Federal Stimulus Awards-Directly from Federal Government

12-ARRA Pass-Thru-From another State Agency from Federal Government

13-ARRA non-1512 Reporting-Not Subject to 1512 Reporting

14-CARES Act Direct from Federal Agency

15-CARES Act Pass-Thru from another State Agency

16-COVID Private Entity Donation

WAFIMST — Internal Use Only
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17-CARES Act Pass-Thru from Non-State Government Organization

Note: Type 05 Grants are federal monies if the money originates at the federal level it must be
tracked as such (common misconception to put these funds as a type 02 since the money is

coming from another state agency

gAFIs Jump to” i‘ @Home J

Procurement | Budgeting | Accounts Receivable = Accg

Welcome, Instructor 1
CostAccounting Setup(CAS) | Dept: 100 1D: 201500000042 Ver.. 1 Function: New Phase: Draft |Z|

———— | MajorProgram  Department 100 MajorProgram: fooMP

Header
Hi g hwa y Department Major Program Name Active Effective Fi

Major Program
100 100MP 100 STATE ACCESS AND VISITATION Yes

PrOJECt Tab Program

Program Phase

From 1 to 1 Total 1

Program Period

Funding Profile 5 = =
General Information | General Options | Rollups || Description/Contact nghway ML Overhead

Funding Priority
Funding Line Project Agreement Number: Secondary Road Plan:
Internal Buyer Funding Line County: 3 Building Number:
Funding Profile Inference Mile Post Start: Parcel Number:
Budget )
Mile Post End: Corridor:
Created Documents
Mile Post Length: Board Entity:
Station: Legislative Entity:
Entity: Indian Reservation:
Area: Highway Functional Class:

Highway Project information can be recorded at the Major Program, Program, or
Program Phase levels. The coding level used to track the Highway project information
is determined by the department.
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Welcome, Instructor 1 Procurement | Budgeting | Accounts Receivable | Accol
Cost Accounting Setup(CAS) | Dept: 100 ID: 201500000042 Ver.. 1 Function: New Phase: Draft j

Document Navigator  [X] Major P D £ 100 Major Program: 100MP

Header

Overhead Tab —— Department Major Program Name Active Effective Fr
100 100MP 100 STATE ACCESS AND VISITATION Yes
Program
EI- -b-l- f From 1 to 1 Total: 1
|g| | |ty or Program Phase
Overhead Program Period

Funding Profile

Charges are General Information | General Options | Rollups | Description/Contact | Highway P’o_|5r:t

Funding Priority

established at AT Overhead Eligible: Activity:
the Major Internal Buyer Funding Line Overhead Redirection: Sub Activity:
Program level. Funding Profile Inference Fund: Overhead Default Rate:
Budget

. . . Sub Fund: Function:

Key fields in this Created Documents .
component are: RlI=s2 Sub Function:
Sub Object: Location:
Revenue: Sub Location:

= Overhead Eligible - This check box enables the use of the overhead
process for Cost Accounting activities within this Major Program.

= Overhead Default Rate - Enter the default overhead rate for the Major
Program. This field is required if the Overhead Eligible check box is
checked.

= Overhead Redirection - This check box tells AFIS that the Chart of
Accounts elements on source transactions will be overwritten with the
elements entered in this component when the overhead charges are
created by the system.

Chart of Accounts fields left empty in this component do not change the value on the source transaction
when the Overhead charge transaction is created.

Chart of Accounts fields that have a code entered in this component will overwrite the source
transaction Chart of Accounts element when the Overhead charge transaction is created.

Chart of Accounts fields with BLNK entered will delete the source transaction Chart of Accounts
element. The field will be blank on when the Overhead charge transaction is created.
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GAFIS
remm—

Cost Accounting Setup(CAS)  Dept: 100

ump to &co| @Priome S personaze QY acce:

Procurement | Budgeting | Accounts Recetvable | Accounts Payabie

ID: 201500000042 Ver: 1 Function: New Phase: Dran | .

|
ieader Department Program Name Major Program  Active  Effective From Effective To Billing Agreement Date Reimb Eligible
100 100PROGRAM 100 STATE ACCESS AND VISITATION PROGRAM A00MP Yes 06/01/2015 Yes
Program From 110 1 Total 1 Show Lines: | 10 v | | Exportio Gsv.
Program Phase
Program Penod M
Funding Profile General Information a
Funding Priority Department: 100 Effective From m
Funding Line *Program: 100PROGRAM A Effective To: m
Intemal Buyer Funding Line
Auto Generate: Billing Agreement Date: 06012015 [T
Funding Profie Inference:
Buaget Laibos Active:
Created Documents * Name: 100 STATE ACCESS AND Budgeting:
* Short Name: 100 ACC AND VIS Reimb Status: 0, for Reimburse t ~
Major Program. 100147 Reimb Eligible:
EalCREER = Reclass Exclusion:
s Final Bill:
Program Status: 2
General Dptions
Orawgewn Group * Grant 10: 2
Drawdown Department Grant 1D Name:
Drawdown Unit: Contract Withholding Exempt:
& Edt] [ (D Copy 2 vawate | £} swmt| | [ Dscard | s view PP | @ Prnt | Processmge | workliow~ | Fiev | | £ Close |
yAFIs Jump to] PROG 4| co| i Home é& i
Welcome, Instructor 1 Procurement | Budgeting | Accounts Receivable | Accoun
311-MA - Financial MA2 [T 1T BT
[# Message Center
Search
[ History Department Program Name Major Program Active Effective From Effective To Billing Agreement Date
. v 100 1 Program Code 1 MJPRG Yes
[ Favorites
100 2 Program Code 2 MJPRG Yes
[ Administration 100 3 Program Code 3 MJPRG Yes
Open Admin 100 BUDGET1 Budget UAT BUDGET Yes 1/01/2014
5 = - 100 FAPROG FAPROG FAMJRPROG Yes 07/01/2014  10/01/2015
en Financials
o First Prev Next Last  Attachments
S R Save Undo Delele Insert Copy Pasle Seach B
¥ General Information
“Department : |40 = Effective From : m
“Program : 1 Effective To : ]
Auto Generate :[_ | Billing Agreement Date : m
Prefix : Active : [
“Name : Program Code 1 Budgeting : [
“Short Name : program 1 Reimb Status : Allowed for Reimbursement v
“Major Program : 1 jprg 2 Reimb Eligible :[_|
Sub Account : Reclass Exclusion :[_|

Major Program Effective Start Date :
Major Program Effective End Date :
Final Bill :[_]

Site Location :
Program Status :

2
P General Options

P Rollups

b Description/Contact

P Highway Project

b Fixed Asset Information

P Program Dates

There may be several Programs established on the Program Setup (PROG) page in the Major Program
hierarchy. A Program is the primary Cost Accounting element in the cost structure, and is a required
element on every Cost Accounting transaction. A Program is used to identify a specific project or grant,
or it may be used to identify a division or component of a project/grant, if the project/grant itself is set
up at the Major Program level. Program also has Group, Type, Category, and Class rollup codes available.

The Major Program links individual Programs together for budgeting and/or reporting purposes.
Although a Major Program can have multiple Programs beneath it, each Program can only be
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associated to one Major Program. The Major Program code is inferred on an AFIS document based on
the Program code that is entered on the Detail Accounting tab of the document.

MajorProgram
AZ Expressway

Program Program Program Program
Loop 707 Bridge 1 Project #2 Project #3 Project #4

An individual Program is assigned to only one Major Program. Each Major Program must have at least
one Program, but normally has multiple Programs in its hierarchy.

Program contains the following components: General Information General Options, Rollups,
Description/Contact, Highway Project, Fixed Asset Information, and the Program Dates.

<AFIS

Welcome, Instructor 1
Cost Accounting Setup(CAS) | Dept: 100 ID: 201500000042 Ver.. 1 Function: New Phase: Draft j

Program Tota Lines: 1_ Program: 100PROGRAN

Document Navigator x

General S—
[ Department Program Name
Information Major Program P g
Tab 100 100FROGRAM 100 STATE ACCESS AND VISITATION PROGRARN
a Program

From 1 to 1 Total: 1
Program Phase

Program Period

Funding Profile N - ) R ’ )
[e LML BT L General Options | Rollups | Description/Contact | Highway Project
Funding Priority

Funding Line Department: 100

Internal Buyer Funding Line * Program: 100PROGRAM 2\
Funding Profile Inference Auto Generate:

Budget Prefix:

Created Documents
* Name: 100 STATE ACCESS AND’

* Short Name: 100 ACC AND VIS

Major Program: 100MP

Sub Account:
Site Location:

Program Status: 4

This component of the Program Setup (PROG) page associates the Program to the Major Program.
Several fields from the MJPRG record are defaulted to the PROG record when the MJPRG code is
entered, but can be overridden.

Key fields in this component include:
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Program - The unique code that
identifies the Program. This identifies
the project or the grant. The Program
code should be manually entered and is
specific to your department You may
only use a Program code once per
agency because the Major Program is
inferred based on the Program that is
selected. For example, if your agency
creates a Program called VOCA then
VOCA may not be used as to create a
different Program ever again. This field
has a ten-character alphanumeric limit.

Name - The name associated with the
program. This field is required and may
be used to expand upon the Program
code you generated to give additional
information. (ten character limit)

Short Name - The short name
associated with the program. This name
is used on queries, reports, and
inferences for display on transactions
and pages when there is not enough
room for the full name.

Effective From and Effective To - These
date fields are optional and typically
remain blank. Effective dates for project
and grant activity are normally
controlled on the Program Period
records.

Billing Agreement Date - Required if
the Program is eligible for
reimbursement. The Billing Agreement
date determines when billing may start
for a Program. For example, for grants,
the Billing Agreement date is populated
with the grant award date. A drawdown
request for this Program will not be
generated by the automated
reimbursement process until on or after
the Billing Agreement date. This field is
also available on the Program Phase
(PHPRG) page and can be entered
there, if the authorization date for a
Phase is different than the date entered
on the Program. If either or both
Effective Dates are entered, the Billing
Agreement Date must be equal to
either the Effective Date or within the
range of Effective Dates.

Reimb Status - Select Allowed for
Reimbursement for all projects and
grants. If processing of the automated
drawdown request should be
suspended for any reason, select
Suspended for Reimbursement.

Reimb Eligible - Tells AFIS whether the
Program is participating in the
automated reimbursement process.

This check box should be checked for grants and for projects eligible for reimbursement and utilizing
the automated reimbursement process.

This check box should be unchecked for Programs ineligible for automated reimbursement.

= Reclass Exclusion - This field indicates if Posting lines that have this Program value are to be
reclassified when the offline Reclassification Process is run. See Application Help and the Cost
Accounting Run Sheets for additional information
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<AFIS

Welcome, Instructor 1

Cost Accounting Setup(CAS)

Document Navigator 3]
General Header .
Opt/ons Tab Major Program

Program

Program Phase

Program Period

Funding Profile

Funding Priority

Funding Line

Internal Buyer Funding Line
Funding Profile Inference
Budget

Created Documents

Dept: 100 1D: 201500000042 Ver.: 1 Function: New Phase: Draft j

Program Total Lines: 1_Program: 100PROGRA

Department Program Name
100 100PROGRAM 100 STATE ACCESS AND VISITATION PROGRAI

From 1 to 1 Total: 1

General Information General (o] L LI LN Rollups | Description/Contact | Highway Project

Drawdewn Group: s

Drawdown Department:

Drawdown Unit:

= Drawdown Group - (optional) entered for projects and grants using the automated
reimbursement process, when a single funding agreement covers more than one Program. This
should be used to group together expenditures from different cost structures related to similar
funding sources. Refer to Application Help for additional information on Drawdown Groups.

= Grant ID - This is one of 4 locations Grant ID can be linked to the cost structure and it is not
best practice nor recommended to enter it at this level. If the Grant ID is populated at the Major
Program level, leave this field blank. If the Program level is the appropriate level to link to the
grant, search for and select the Grant ID to which this Program will be associated.

= Grant ID must only be located at one level within the Cost Structure. If it is
placed at the Program Level any time a new Grant ID is created for this project
they must create a new Program.

<AFIS

Welcome, Instructor 1

Cost Accounting Setup{(CAS) | Dept: 100 ID: 201500000042 Ver.: 1 Function: New Phase: Draft j

Document Navigator B

Header

Rollups Tab

Major Program

Program

Program Phase

Program Period

Funding Profile

Funding Priority

Funding Line

Internal Buyer Funding Line
Funding Profile Inference
Budget

Created Documents
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Procurement

Program TotakLinesi 1 Program: 100PROGRAN

Department Program Name
100 100PROGRAM 100 STATE ACCESS AND VISITATION PROGRAM 10

From 1 to 1 Total: 1

General Information | General Options m Description/Contact | Highway Project || Fixed Asset Informati

Program Class: |
Program Category: ﬁl
Program Type: &
Program Group: ﬁl
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Fields in the Rollups component may be populated, if needed, for Statewide or department reporting

purposes.

Program Category may be used for reporting purposes. Based on what Program Category is selected the
system can decipher whether a grant is Federal or State. This field may also be left blank if the cost
structure is not a grant but you would still like to utilize the cost structure to capture the costs.

Note: that the rollup categories are the same here as on the Major Program section therefore
if you are putting something in here, it must match the Major Program Category. The
exception to this is that if they have multiple Programs under a Major Program that will not
utilize the same category roll up then they can leave Major Program blank and select
different values for the different Programs.

Description/
Contact Tab

<AFIS

Welcome, Instructor 1

Cost Accounting Setup(CAS) Dept: 100 ID: 201500000042 Ver.: 1 Function: New Phase: Draf j

Document Navigator [
Header

Major Program

Program

Program Phase

Program Period

Funding Profile

Funding Priority

Funding Line

Internal Buyer Funding Line
Funding Profile Inference
Budget

Created Documents

Procurement Bu

Department Program
100 100PROGRAM

Name Majo
100 STATE ACCESS AND VISITATION PROGRAM 100MP

From 1 to 1 Total: 1

General Information | General Options || Rollups |JaS33dgadd =8 Highway Project | Fixed Asset Information

Contact: |

Contact Type:
Additional Contact:

Additional Contact Type:

Fields in the Description/Contact component are used to identify the manager and/or the first point of
contact for the project or grant and are populated according to department procedure. Fields available
in this component are:

=  Contact - names available from the pick list in this field are established on the Contact (CNTAC)

page. The name selected in this field may be the manager or the first point of contact.

= Contact Type - used to enter the position or type of contact for the individual identified in the
Contact field.

= Additional Contact - used to enter an additional contact name. This field is not associated with
the Contact page.

= Additional Contact Type - used to enter the position or type of contact for the individual
identified in the Additional Contact field.

= Description - used to enter additional information.
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GAFIS o s ]| @i Joresnses @reeven @rnieo < ot @

Procurement | Budgeling  Accounls Receivable | Accounis Payable

Cost Accounting Setup(CAS) Dept: 100 ID: 201500000047 Ver: 1 Function: New Phase: Drant | = |
Document Navigator  (X]
Header Department Major Program Program Period Program Pericd Inf From Program Pariod Inf To Program Period Sequence
Major Program [T 100mP 10015 onio12014 0613072015 Allowed men
Program From 1 to 1 Total 1 Show Lines:[ 10 v | | Export to GV
Brogram Phasa
Program Period B9 Tab View |
General Information ﬂ
Department: 100 * Program Period Inf From: 071012014 B
Major Program: 1001P * Program Period Inf To: 06/30/2015 m|m

S lLhetrm i Major Program Name: 100 STATE ACCESS AND VISITATION active
Funding Promie Inference
- * Program Period: 10015 sugets
Budget g eting
* Program Period Name: 100 State ACCESS and VST -
Created Documents Relmb Status:  Alowed for Rembursement v

* Short Name: 100 Acc and Vis

General Oplions
‘Stage Definition: Mo GrantD: GRANT100 &
Staga Profile: A Grant ID Name: Grant100
Descrpton/Gontact
Contact & Desription
[ Et| [P Copy| [ vawate| 3 suomi| |Gt Oiscas au View POF | [ @ Pont | | Processing= | | worktiow~ | | Fie | [ £3 close
%AFIS Jump tof PPC 2/ co| @ Home ﬁ Per,

Welcome, Instructor 1 Procurement

311-MA - Financial MA2

Budgeting | Accounts Receivable | Accounts

Program Period

[#] Message Center

[+ Search
= Major Program Period Program Program Period Inf Program Period Inf
ey Department  pyooram Sequence Period From To
Favorites v 100 BUDGET 1 PPCOA 11/01/2014 10/30/2015
[# Administration 101 BUDGET 1 PPCOA 11/01/2014 101302015
: 102 102MP 110215 10/01/2014 09/30/2015
Open Admin
102 102MP 2 10216 10/01/2015 09/30/2016
Open Financials 102 BUDGET 1 PPCO1 11/01/2014 10/30/2015
Open HRM First Prev Next Last  Aftachments

Save Undo Delete Insert Copy Paste Search @B

¥ General Information

“Department :1pg 2 *Program Period Inf From :|41/g1/2014 |
“Major Program : 5UpGET &) “Program Period Inf To : 10/30/2015 |
“Major Program Name : Budget UAT Active : [
*Program Period Sequence : 1 Budgeting : [
*Program Period : PECO1 Reimb Status :| Allowed for Reimbursement  ~
“Program Pericd Name : Program Period 1 Major Program Effective Start Date :
“Short Name : 01 Major Program Effective End Date :

Total Clearance Percentage : 0.00

b General Options
b Description/Contact

P Funding Identification

In AFIS, the Program Period is the element used to identify the award period or fiscal year. Their
inference date ranges, Fiscal Year or Budget Year, do not limit PPC’s. It is best practice to place a Grant
ID on this level of the cost structure so that each year of new funding all that is needed is a new Program
Period with a new Grant ID. PPC's are tied to the Major Program which means any PPC that is created
under a Major Program can be used with any Program under that same Major Program. The agency
does not need to create a PPC for each individual Program under the Major Program. Program Periods
are inferred by the record date of transactions depending on which Reporting basis is selected, this
inference was established in the Reporting Basis field on the Major Program record for the grant or
project. As stated in the Major Program section it is recommended to use the Accrual method. There are
5 options for the Reporting Basis that all use different inference logics various options and their
definitions are listed below:
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= Accrual - Pre-Encumbrance and Encumbrance documents use the Record Date to infer the
Program Period. Accrued and Cash Expenditures (referencing an encumbrance or not) use the
Service From Date to infer the Program Period.

= (Cash - Pre-Encumbrance, Encumbrance, Accrued Expenditures, and Cash Expenditures all use
their Record Date to infer the Program Period. However, it is the last document in the chain
(the Disbursement) that provides the Program Period that is used in the Reimbursement
process.

= Encumbrance - Pre-Encumbrance and Encumbrance documents use the Record Date for
Program Period inference. Accrued and Cash Expenditures that reference an encumbrance use
whatever Program Period is on the encumbrance. Note: If the user manually enters a different
Program Period, they receive error A3549. Accrued and Cash Expenditures that do not reference
an encumbrance (either it references another document type or it references no document) use
the Service From Date to infer the Program Period.

= Required-No Inference - Select this value if Program Period should not be inferred on
documents.

=  Prohibited — Select this value if the Major Program should not include Program Period as one of
the COA elements. Note: Manual entry of the Program Period is not allowed on documents.

The Program Period is established on the Program Period (PPC) page. The page contains four
components: General Information, General Options, Contact/Description, and Funding Identification.
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Welcome, Instructor 1

Cost Accounting Setup(CAS) Dept: 100 1D: 201500000042 Ver.. 1 Function: New Phase: Draft j

Document Navigator X Period ] 1 Total Lines: 1P m Period: 10015
General P
Information iajor Progran Department Major Program Program Period Prog

i1 100 100MP 10015 07/01/2014
Tab Program

From 1 to 1 Total: 1
Program Phase

Program Period

Funding Profile . ~ ) - .
[ =L EINLGGL G EL LG General Options | Description/Contact || Funding Identification
Funding Priority

Funding Line Department: 100
Internal Buyer Funding Line Major Program: 100MP
Funding Profile Inference Major Program Name: 100 STATE ACCESS AND VISITATION
Budget * Program Period: 10015
Clresiie) Drelas * Program Period Name: 100 State Access and Visit:

* Short Name: 100 Acc and Vis

The General Information component associates the Program Period with the Major Program that
identifies the grant or project.

= Department - Enter or select the Department code for the Department associated with the
Major Program.

= Major Program - Enter or select the Major Program code to be associated with the new Program
Period. The Major Program Name will be inferred from MJPRG when the record is saved.

=  Program Period - Enter a Program Period code there is a 5-character limit on this field.
=  Program Period Name and Short Name - Enter a Program Period Name and Short Name.

=  Program Period Inf From and Program Period Inf To - These date fields are used to define the
beginning and ending dates of the award period or fiscal year. This date range is typically a one-
year period, but may be a two-year period for grants that are awarded every two years. It is
important to note that if there are multiple Program Periods, the inference dates cannot
overlap or have a gap between them. Program Periods must be one continuous string of time
and any active Program Period can be used outside of it's given inference date range.

o For example, a Program Period inference to date that ends 06/30/2019 may still be
used on a transaction that is created on 07/15/2019 you must manually overwrite the
Program Period that is being inferred.

o Program Period Inf dates are Soft Inf Logic, can be over written on transactions, if you
want a transaction to hit a different program period. Remember Function Inf is a Hard

Inf Logic.
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= Reimb Status - Select Allowed for Reimbursement for all projects and grants. If processing of the
automated drawdown request should be suspended for any reason, select Suspended for
Reimbursement.

<AFIS

Welcome, Instructor 1
Cost Accounting Setup(CAS) | Dept: 100 1D: 201500000042 Ver.: 1 Function: New Phase: Draft j

Document Navigator B4 . o )
General | ProgamPeriod 8  Totallines: | ProguamPeriog: 10015

Header
O,D tions TC/b Department Major Program Program Period Prog

Major Program =
W4 100 100MP 10015 07/01/2014
From 1 to 1 Total: 1

Program

Program Phase

Program Period

Funding Profile ) N R ) :
General Information General (o] L LI M Description/Contact | Funding Identification
Funding Priority

Funding Line Stage Definition: No

Internal Buyer Funding Line Stage Profile: &

Funding Profile Inference
Budget

Created Documents

Here the Grant ID is located for the Program Period component (PPC). It's recommended to put Grant
ID's at the PPC level if the grant you are receiving a grant on an annual basis as each new award
should have its' own Grant ID number. By doing every period will be tied to its' own Grant ID.

< AFIS

Welcome, Instructor 1
Cost Accounting Setup(CAS) | Dept: 100 ID: 201500000042 Ver.: 1 Function: New Phase: Draft j

Document Navigator x = o o
Description/ | ProgamPeriea@i  TotalLines: 1 ProgramPeriosi 10015

Header
Contact TUb Department Major Program Program Period Prog

Major Program =
My 100 100MP 10015 07/01/2014

Program
From 1 to 1 Total 1

Program Phase

Program Period

Funding Profile —
General Information | General Options |gaESag L NeGLIEIS @ Funding |dentification
Funding Priority

Funding Line Contact: £|

Internal Buyer Funding Line

Funding Profile Inference

Budget

Created Documents

The Contact field may be used to identify who to contact for additional information about the Program
Period record.
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<AFIS

Welcome, Instructor 1
CostAccounting Setup(CAS) Dept: 100 ID: 201500000042 Ver.. 1 Function: New Phase: Draft j

Document Navigator  [X] Period 1 Total Lines: 1 _ Program Period: 10015

. Header
Fun C//ng Department Major Program Program Period Program Period Inf From

o ) Major Program "
Identification erogran Uy 100 100MP 10015 071012014

Tab Program Phase

Program Period

Funding Profile . . ~ . S _ 3 .
General Information | General Options || Description/Contact JEM G RGN GTERET

Funding Priority

Procurement

From 1 to 1 Total 1

Funding Line Federal Catalog Agency: DCAP 4|
Internal Buyer Funding Line Federal Catalog Prefix: 93

Funding Profile Inference Federal Catalog Suffix: 597 @I
Budget

Federal Agency Name: DHHS Centers for Disease Control and Prevention
Created Documents
Federal Appropriation No: &

This component is used to capture funding information about the project or grant. As mentioned
earlier in this lesson, the Federal Appropriation Setup field on the Major Program record instructs AFIS
to look for funding information either at the Program Period or Funding Line levels. Normally, this
information will be entered on the Program Period page.

Program Period

Menu Back
Department Major Program Program Period § Program Period Program Period Inf From Program Period Inf To Reimb Status Total Clearance Percentage
~ 100 100MP 1 10015 07/01/2014 06/30/2015  Allowed for Reimbursement 0.00
100 100MP 2 10016 07/0172015 06/30/2016  Allowed for Reimbursement 0.00
100 BUDGET 1 PPCM 110172014 10/30/2015  Allowed for Reimbursement 0.00
101 101MP 1 1015 07/01/2014 06/30/2015  Allowed for Reimbursement 0.00
101 101MP 2 10116 07/01/2015 06/30/2016  Allowed for Reimbursement 0.00

First Prev Mext Last  Aftachments

Save Undo Delefe Inser Copy Paste Search #B

w Funding Identification
S S

Federal Catalog Agency : [pcap g SEFAID:
Federal Catalog Prefix : (g3 SEFA Description :
Federal Catalog Suffix : (597 Q
Federal Agency Name : DHHS Centers for Disease Control and Prevention #
Federal Appropriation No. : g Commen Accounting Ne. :
— External Account No. :

Letter of Credit No. :
Construction Budgeting Authority No. :
Federal Payment System :

The CFDA number is identified using the Federal Catalog Agency and Federal Catalog Suffix fields in the
following manner:

1. Select a value from the Federal Catalog Agency pick list. Valid entries for this field are
established on the Federal Agency (FEDAGCY) page by GAO.

2. The Federal Catalog Prefix field is populated by the selection from the Federal Catalog
Agency pick list, based on entries in the Federal Agency (FEDAGCY) page. This represents the
first two digits of the CFDA number.

3. Select a value from the Federal Catalog Suffix pick list. This represents the last two or
three digits of the CFDA number.
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If a Federal program does not have an assigned CFDA Number, enter values in the SEFA ID and SEFA
Description fields to assign an ID. The SEFA ID is a combination of the Federal Awarding Agency
identification number followed by a period and the award contract number. If you have any questions
about this please refer to State of Arizona Accounting Manual (7015), Formatting Guidelines for SEFA
reporting.

SEFAID :
SEFA Description :

e

If the CFDA Validation Required check box is checked for the Major Program associated with the
Program Period, then the Federal Catalog Prefix field and Federal Catalog Suffix field values entered in
this component are validated against the CFDA Number table to ensure it is a valid value.

Establish a Funding Profile Hierarchy (FPRFLST)

The Funding Profile hierarchy is required for projects and grants that use the AFIS automated
reimbursement process. The hierarchy is established on the Funding Profile Select (FPRFLST) page and
consists of the Funding Profile, Funding Priority(s), Funding Line(s), and Internal Buyer Funding Line(s).
This hierarchy may also be used to record funding information when the Major Program Split Type field

is set to No Automated Splits — Manual (in this case, drawdown requests are calculated outside of AFIS).

The Funding Profile can be used for billing business rules within the Major Program. It captures the
reimbursement structure for the project or grant, tracks all of the details related to the funding
source(s) and funding agreement(s), and drives the reimbursement process.

Two types of Funding Profiles may be established for each reimbursable Major Program: eligible and
ineligible. An eligible funding profile identifies the funding details for participating or reimbursable
expenditures; an ineligible funding profile identifies the funding details for non-participating or non-
reimbursable expenditures. Normally only one ineligible Funding Profile is created for each Major
Program; however, multiple eligible Funding Profiles can be created as needed to reflect the various
funding agreements for the Major Program.

The General Accounting and Cost Accounting Chart of Accounts elements, listed below, have a check
box to indicate whether the element is eligible for reimbursement in AFIS.

=  Program
= Program Phase
=  Object

= Activity
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GAFIS

Welcome, Instructor 1 Procurement i

, , Cost Accounting Setup(CAS)Dept: 100  ID: 201500000042 Ver.: 1 Function: New Phase: Draft | |
Funding Profile

Document Navigator X " - "
Inference Pages __ Funding Profile Inference  TotalLines: 2 Funding Profil

Header
_ Funding Profile Inference Department Major Program
Major Program
FPI5 100 100MP
Program FPI5 100 100MP
Program Phase From 1 to 2 Total: 2

Program Period

Funding Priority

Funding Line

) . Funding Profile Inference: Fp|5
Internal Buyer Funding Line

Funding Profile Inference Department: 100
Budget Major Program: 100MP
Created Documents Program: 100PROGRAM [

Funding Profile: 100

2
i

Reimb Eligible: Eliginie

A series of pages, referred to as funding profile inference pages, are used to associate unique
combinations of Major Program elements to the appropriate Funding Profile. When the unique Major
Program elements are entered on the Accounting line of an AFIS expenditure document, the
appropriate Funding Profile is inferred on the Posting line of the document based on the entry in the
funding profile inference page.

Each funding profile inference page contains a Reimb Eligible field to identify whether the funding
profile entered on that page is eligible or ineligible for reimbursement.

If an Accounting line on an AFIS document contains a Chart of Accounts element that is eligible for
reimbursement, then the eligible Funding Profile is inferred. When this inference occurs, the drawdown
request generated by the automated reimbursement process will include the transaction.

If an Accounting line on an AFIS document contains a Chart of Accounts element that is ineligible for
reimbursement, then the ineligible Funding Profile is inferred. When this inference occurs, the
drawdown request generated by the automated reimbursement process will not include the
transaction. Funding profile inference pages are covered in detail in the next topic.
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The value selected in the Split Type field, on the General Options component of the Major Program
page, tells the system whether a funding profile should be set up for the Major Program.

If the Split Type value is Front End Split (FES), then the Funding Profile attribute must be utilized and will
required for agency to have a reimbursement budget established (39 or 40).

If the Split Type is No Automated Splits — Manual, then the Funding Profile may be used to capture
funding information; however, the automated reimbursement process is not used for the Major
Program.

If the Split Type is No Automated Splits — No Bill, then the Funding Profile attribute cannot be utilized for
the Major Program.
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Funding Profile (FPRFLST)

The Funding Profile Summary consists of the General Information and Reimbursement Options
components.

GAFIS

Welcome, Instructor 1 Procurement
Cost Accounting Setup(CAS) | Dept: 100 ID: 201500000042 Ver.. 1 Function: New Phase: Draft j

General
/nformat/on Document Navigator X i I i “ Total Lines: 2 Funding Profile:
Tab Header
; Department Major Program
Major Program
100 100MP 100
Program 100 100MP 100INEL
Program Phase From 1 to 2 Total: 2

Program Period

Funding Profile

Funding Priority [ YRV G LUl Reimbursement Options

Funding Line

- Department: 100
Internal Buyer Funding Line
_ Major Program: 100MP
Funding Profile Inference

* Funding Profile: 100 @
Budget 9 |
Created Documents * Funding Profile Name: 100 access and visitation
Effective From: |
Effective To: =

= Department - Select the Department from the pick list.
= Major Program - Select an existing Major Program from the pick list.

=  Funding Profile and Funding Profile Name - Enter a new Funding Profile Code
and Name.

= Effective From and Effective To - These fields are optional, refer to
department procedure. If an Effective From date is entered, it must be
greater than or equal to Effective From entered on the Major Program
component.
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Reimbursement
Options Tab

<AFIS

Welcome, Instructor 1
Cost Accounting Setup(CAS)Jept: 100 ID: 201500000042 Ver.. 1 Function: New Phase: Draft

x Funding Profi e ;

Department Major Program

100 100MP 100
100 100MP 100INI

Document Navigator
Header

Major Program
Program

Program Phase

Program Period

From 1 to 2 Total: 2

Funding Profile

Funding Priarity

Funding Line

Internal Buyer Funding Line
Funding Profile Inference

Budget

General Information EIEHAITEGE A8 il

Reimb Eligible:

Reimb Status: | Allowed for Reimbursement v

Overflow Exclusion: [_|

Created Documents

CMIA Interest: [

The Reimb Eligible check box on the Funding Profile Summary page, Reimbursement Options
component, designates the Funding Profile as either eligible or ineligible for reimbursement.

The Overflow Exclusion check box determines if all Posting lines that infer this funding profile are eligible

for Automatic Overflow as part of the Reclassification Process. If this flag is selected, then Posting lines
that infer this funding profile cannot be reclassified for overflow purposes. See the Appendix,
Reclassification Process, for additional information.

The CMIA Interest check box (CMIA is the Cash Management Improvement Act) indicates whether or

not expenditures/charges that are allocated to this funding profile are eligible for interest charges under

the Cash Management Improvement Act.

Note: The structures are not calculating interest. No agencies are utilizing this function
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Cost Accounting Setup{CAS)

Dept: 100

ID: 201500000042 Ver.: 1

Function: New Phase: Draft

Document Navigator x] - — — =
Each Funding HE‘_ader Department Major Program F
Profile hasat =~ MaorFreamm 100 100MP 100
least one Frogram From 1 1o 1 Total: 1
Funding Program Phase
Priority. Program Period

Funding Profile

Funding Priority

Lol TR GBI Feimbursement Options

Funding Line Department: 100
Infermal Buyer Funding Line Major Program: 100MP
Funding Profile Inference Funding Profile: 100
Budget Funding Prierity: 10

Crealed Documents

Advance Construction:

The Funding Priority defines the billing ceilings and billing sequence of funding agreements. If there is
more than one funding agreement for the same project or grant, the funding priority identifies which
funding agreement is used first to fund project or grant expenditures. This priority assignment is based
upon the numeric value manually assigned in the Funding Priority field. It is considered best practice to
number Funding Priorities by 10s (for example, 10, 20, 30, 40), in order to allow later insertion of a new
Funding Priority in the proper sequence. For example, sequential Funding Priorities can be established
to support the FHWA funding model; whereby one pot of money (designated by Federal Appropriation)
must be spent before another. 99 is the overflow priority.

A maximum of 100 Funding Priorities can be established for a Funding Profile.

ADOA - GAO 7/01/2021
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Cost Accounting Setup{CﬂS]| Dept: 100 1D: 201500000042 Wer.: 1  Function: New Phase: Draft | 1

Document Navigator x i I_ i | fal Li | _Funding §

Header
General Department Major Program Fi
; Major Program
Information 100 100MP 100
Tab Program

From 1 to 1 Total: 1
Program Phase

Program Period

Funding Profile
(eI IR TR =1 Feimbursement Oplions
Funding Priority

Funding Line Department: 100
Intermal Buyer Funding Line Major Program: 100MP
Funding Profile Inference Funding Profile: 100
Budget Funding Priority: |10
Creafed Documents Advance Construction:

= Department, Major Program, and Funding Profile - These fields are inferred
from the Funding Profile

=  Funding Priority - Enter a number to identify the Funding Priority. More than
one Funding Priority can be associated to the Funding Profile on the CAS
document. Remember best practice is to start with 10 as the first priority and
work down in increments of 10 as necessary.

Procurement

Welcome, Training 1
Cost Accounting Setup{CAS) | Dept: 100 1D: 201500000042 WVer.: 1 Function: Mew Phaze: Draf j

' Document Navigator [x] = .. - . .
Reimbursement | FundingPriority  Totallines: 1 Funding Pric

. Header
Options Tab Department Major Program Func

Major Program

100 100MP 100
Program
From 1 to 1 Total: 1
Program Phase

Program Pericd

Funding Profile
General Information TR ed T e dilaly 13
Funding Pricrity

Funding Line Reimb Status: | Allowed for Reimbursement r

Internal Buyer Funding Line Overflow Priority:

Funding Profile Inference i .
Reimb Eligible: |#
Budget
Overflow Exclusion:
Created Documents

Total Fund Line %: 100.00%
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= Reimb Status - Select Allowed for Reimbursement for all projects and grants. If processing of the
automated drawdown request should be suspended for any reason, select Suspended for
Reimbursement.

= Overflow Priority - Check this check box if the Funding Priority is the Overflow Funding Priority.
An Overflow Funding Priority must be established if expenditures exceeding the project or grant
budget are to be allowed. It is considered best practice to number the Overflow Funding Priority
99 to ensure that it is always the last priority available.

= Reimb Eligible - Check this check box for eligible Funding Priorities. Uncheck this check box for
ineligible Funding Priorities.

= Overflow Exclusion - This check box determines if all Posting lines that infer this funding profile
are eligible for Automatic Overflow as part of the Reclassification Process. If this flag is selected,
then Posting lines that infer this funding profile cannot be reclassified for overflow purposes.
See the Appendix, Reclassification Process, for additional information.

= Total Fund Line % - This field is system-generated and displays the total reimbursement
percentage for all funding lines in this Funding Priority. The total reimbursement percentage for
a Funding Priority must equal 100%. This field is updated whenever a new funding line is added
or there is a change in the reimbursement percentage for any funding line.

<GAFIS J
Welcome, Instructor 1 Procuremen

Cost Accounting Setup(CAS) | Dept: 100 ID: 201500000042 Ver.: 1 Function: New Phase: Draft

Document Navigator X ing Li ines: 2 _Funding|

Header

_ Department Major Program Funding Profile Funding Priority Fun
Major Program

100 100MP 100 10 1
Program

100 100MP 100 10 2
Program Phase

From 1 to 2 Total: 2
Program Period
Funding Profile
Funding Priority

AL [eCh DAL Ll Reimbursement Options || Reimbursement | Fror

Internal Buyer Funding Line
Department: 100

Funding Profile Inference

Budget Major Program: 100MP

I — Funding Profile: 100

* Funding Priority: 10

Funding Line: 1

Each Funding Priority has at least one Funding Line. The Funding Line indicates the funding sources and
specifies the funding source percentage. The Funding Line contains the detailed information presented
in the funding agreement.
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For projects or grants with multiple and concurrent funding sources, the automated splitting of
expenditures (Funding Split), is determined by the percentages entered on the Funding Lines. Within a
Funding Priority the funding line percentages must total 100%.

The Funding Line is a hierarchical child of the Funding Priority; therefore, the appropriate Funding
Priority must be selected prior to navigating to the Funding Line. The Funding Line consists of the
General Information, Reimbursement Options, Reimbursement, Front-End Split, and Funding
Identification components.

<AFIS ;

Welcome, Instructor 1

General Cost Accounting Setup(CAS) | Dept: 100 ID: 201500000042 Ver.: 1 Function: New Phase: Draft d
Information Document Navigator  [X] Funding Li — -
Tab Header

i Department Major Program Funding Profile Funding Priority Fun
Major Prograrm

100 100MP 100 10 1
100 100MP 100 10 2

Program

Program Phase
Program Period From 1 to 2 Total: 2
Funding Profile
Funding Pricrity

Funding Line [e LN G EL LG Reimbursement Options | Reimbursement | Fror

Internal Buyer Funding Line

Funding Profile Inference Department: 100

Budget Major Program: 100MP

T e o4 Funding Profile: 100

* Funding Priority: 10

Funding Line: 1

All fields in the General Information component are inferred from the Funding Priority, except for
Funding Line Number, which is sequentially assigned by AFIS.

In the Funding Line section, the user selects the Insert New Line button to create a new blank line.
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GAFIS

Welcome, Instructor 1 Procurement | Budgetin

. Cost Accounting Setup(CAS)Jept: 100 ID: 201500000042 Ver.. 1 Function: New Phase: Draft j
Reimbursement

S — ——

Header

. Department Major Program Funding Profile Funding Priority Funding Line Fi
Major Program

100 100MP 100 10 1
100 100MP 100 10 2

Program

Program Phase

From 1 to 2 Total: 2
Program Period

Funding Priority

ADLILEELLE General Information

BTG el L B Reimbursement || Front-End Split

Internal Buyer Funding Line

Unit:
Funding Profile Inference ALL
Budget Customer ID: | FEDAGCY00006 |
Created Documents Customer Name: Department of Defense

Internal Customer:

Customer Type: Federal (CMIA)

Billing Profile:  COST 4|

Billing Profile Type: Cost Accounting Billing

Reimb Output Type: | Generate Receivables Only v

Reimb Frequency: | Daily v

The Reimbursement Options component identifies the funding source and the important details related
to the funding agreement. Key fields include:

=  Unit - For eligible funding lines, enter All. This Unit must match the unit information on the
CACT table for the department, billing profile, and VCUST record. For ineligible funding lines,
leave this field blank.

= Customer ID - Select the code for the funding source from the Vendor Customer (VCUST) page.

o For the external funding line, select the Federal agency or third party entity providing
the project or grant funding.

o For the State match funding line, select the VCUST code for the department that will be
populated as the 2nd party on the Internal Exchange Transaction (IET) document.

o Forineligible funding lines, leave this field blank.

= Billing Profile - Identifies billing instructions for the funding source. For eligible funding lines,
normally this will be COST. For ineligible funding lines, leave this field blank

= Reimb Output Type - Identifies the documents generated by the automated reimbursement
process. Refer to State or department procedure for the proper entries for each Funding Line.
The options are:

&AFIS - internal Use Only ADOA - GAO 7/01/2021  Participant Guide: Cost Accounting 39



o Generate Receivables Only - Select if AFIS should generate the Cost Accounting
Receivable (CARE) document only. Used for external entities for drawing down funds.

o Generate Receivables and Cash Receipts - Select if AFIS should generate both the Cost
Accounting Receivable (CARE) and the Cost Accounting Cash Receipt (CACR) documents.
Used for external entities.

o None - Select if documents will not be generated by AFIS and for ineligible funding lines.

= Reimbursement Frequency - Determines the frequency of reimbursement for expenditures

charged to this funding line. Options are as follows. Refer to department procedure for the

proper selection. For ineligible funding lines, select None.

N/A - See Billing Profile
None

Daily

Weekly
Semi-monthly
Monthly
Biweekly
Quarterly
Semi-annual
Annual
One-time

Date Range

= Reimb Status - Select Allowed for Reimbursement for all projects and grants. If processing of the

automated drawdown request should be suspended for any reason, select Suspended for

Reimbursement.

= Reimb % - Enter the % of funding from this funding source. The percentage should be entered as

a whole number (for example, enter 50 not .50 if the funding source is reimbursing 50%).

= Max Reimb Amt - This field is optional and is used to enter the maximum amount that can be

reimbursed for any funding line on any given run of the automated reimbursement process.
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= CMIA Method - An entry is required if the Customer Type indicates a CMIA agreement. The
Customer Type is established on the Vendor Customer page in the Accounts Receivable

component.

<AFIS

Welcome, Instructor 1

Reimbursement

Jump to:

Procurement Budgeti

Cost Accounting Setup(CAS) Jept: 100 ID: 201500000042 Ver.: 1 Function: New Phase: Draft j

Document Navigator ] - - o o 1
Tab =||  Fundingline  TotalLines: 2 Fundingline:1 Re
Header
. Department Major Program Funding Profile Funding Priority Funding Line F
Major Program
100 100MP 100 10 1
Program
100 100MP 100 10 2

Program Phase

Program Period
Funding Priority

Funding Line

Internal Buyer Funding Line
Funding Profile Inference
Budget

Created Documents

From 1 to 2 Total: 2

General Information | Reimbursement Options |EREGIINET LT Front-End Split

Fund: 4|

Sub Fund:

Revenue: 4211

Sub Revenue:

Unit:

Sub Unit:

S

Appr Unit: 4|

—

The values entered in the Reimbursement component are used to populate the Chart of Accounts fields
on the Cost Accounting Receivable (CARE) documents generated by the automated reimbursement
process. When a field is blank in this component, then the CARE will inherit the value that was on the
corresponding field on the Accounting line of the source expenditure document. If a value is entered in
one or more fields in the Reimbursement component, then those values will be populated in the
corresponding fields on the RE document that is generated by the automated reimbursement process.

Generally, the Revenue field is populated for all Funding Lines. Other fields are populated according to

department procedure.
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< AFIS

Welcome, Instructor 1

Cost Accounting Setup(CAS)lept: 100 ID: 201500000042 Ver.. 1 Function: New Phase: Draft j

Front-End Split

Jump to: 4

Procurement Budgeting Acc

Tab

Header

Major Program
Program
Program Phase

Program Period
Funding Priority

Funding Line

Internal Buyer Funding Line
Funding Profile Inference
Budget

Created Documents

Department Major Program Funding Profile Funding Priority Funding Line Federal Ap
100 100MP 100 10 1
100 100MP 100 10 2

From 1 to 2 Total: 2

General Information | Reimbursement Options | Reimbursement fgehig=l.R7.1h @ Funding

Fund: | 5000 &

Sub Fund:

Unit:

5 # [»

Sub Unit:

Appr Unit:

& [

Function:

Sub Function:

g

The Front-End Split component is utilized when the Chart of Accounts elements entered on the
Accounting line must be overwritten on the Posting Line during the Front End Split process. The fields
most commonly populated are Fund and Appropriation Unit, but all fields are optional. Refer to

department procedure.
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WAFIS Jump to: £|ﬂ @ Hon

Welcome, Instructor 1 Procurement Budgeting Accounts Receivable

Cost Accounting Setup(CASPept: 100 ID: 201500000042 Ver.: 1 Function: New Phase: Draft j 01720
Fund/ng Document Navigator x| — — — = .
o ; Header
/denf/f/CGt/Ol’] p— Department Major Program Funding Profile Funding Priority Funding Line Federal Appropriation No €
ajor Program
Tab 100 100MP 100 10 1

Program

100 100MP 100 10 2
Program Phase

From 1 to 2 Total: 2
Program Period

Funding Priority

FICIIEHET General Information | Reimbursement Options | Reimbursement | Front-End Split |IgHaledyfe QLI aile=Td.0]

Internal Buyer Funding Line

Grant ID: SE|
Funding Profile Inference 2

Budget Grant ID Name: SEFA Descri
Created Documents Federal Catalog Agency: $|

Federal Catalog Prefix:
Other Funding Sour
Federal Catalog Suffix: 4|
Gommon Accountir
Federal Agency Name:
External Accou!
Federal Appropriation No: $|
Letter of Crec
Funding Allocation ID: &

Construction Budy
Anisianrs

Note: Select the Grant ID from the pick list if a grant award is associated at the Funding Line
level. Keep in mind the Grant ID may only be input at one level of the Cost Accounting
Structure

Normally, funding identification information is entered on the Program Period record for a Major
Program. However, this information may be entered on the Funding Line when there are multiple CFDA
or SEFA numbers for a Major Program within an individual Program Period. In this case, the selection
from the drop down list in the Federal Appropriation Setup field on the Major Program record will be
Funding Line. Fields in the Funding Identification component on the Funding Line are completed in the
same manner as described for the Program Period.

The Funding Profile is not manually entered on the expenditure document Accounting line. Instead, it is
inferred on the Posting line of the expenditure document, based on the Cost Accounting Chart of
Accounts elements entered on the Fund Accounting and Detail Accounting tabs of the Accounting line.
The inferences are established on a series of Funding Profile Inference pages.

Very important section to understand since funding profile information cannot be manually
entered on a given transaction. Make sure you understand this is how you get the correct
information into the document.
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The Funding Profile Inference (FPI) pages establish the rules for inferring a Funding Profile, based on the
Chart of Accounts elements entered on accounting and procurement documents. This simplifies data
entry for project and grant accounting transactions. If a Program code associated with a front-end split
Major Program is entered on a document Accounting line, an entry must be present on one of the
Funding Profile Inference pages. Otherwise, an error is generated.

There are multiple Funding Profile Inference pages. Each page is distinguished based on the combination
of Chart of Accounts (COA) elements contained on the page. The inference logic searches through the
FPI pages in a defined sequence, looking for a match to the COA elements entered on the Accounting
line of the transaction document. When a match is found, it infers the associated Funding Profile from
the entry on that page and does not search the remaining FPI pages. The sequence and combination of
COA elements for the FPI pages are listed below:

Note: Funding Profile Inferences are listed in the order the system goes and looks for the
information, not in numerical order that shows in AFIS.

::u'?:; Department P:::{::n Program P;:f::dm Phase | Activity | Object Appr:;;::atlon Task | Location F::’:Illn. N '3:‘:" :":';:::
FPI1 X X X X X X X X X X
PFPI X X X X X X X
FPIO X X X X X X X X
FPI2 X X X X X
FPI3 X X X X X X X
FPPPAPPR X X X X X X X
FPI4 X X X X X X
FPI5S X X X X X
FPI6 X X X X X X
FPIAL X X X X X X X X
GFPI X X X X X

*there are only two options: ineligible and eligible

Attempting to enter the same COA combinations will result in an error and the record will not be saved
to the page. There cannot be conflicting entries on an FPI page. Here is an example of a conflicting entry
for FPI3:

Major Program - Funding - Reimb
FPI3 Department Program S Activity Profile Fiscal Year Eligible
Entry 1 ADA MIP1 2020 1234 Profile-1 2020 Eligible
Entry 2 ADA MIP1 2020 1234 Profile-2 2020 Eligible

The reason this is a conflicting entry is due to the different funding profiles referencing the same
combinations of COA. The system will not know which profile to infer. If the program period, activity

and/or fiscal year were different the this entry would save to the page successfully.

At a minimum, there should be one COA that is different. The same funding profile can be used multiple
times on a table if there is a need for it. Here is an example of a valid entry for FPI3 using the same

funding profile:

WAFJMS“ — Internal Use Only
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Major Program - Funding . Reimb

FPI3 Department Program Period Activity Profile Fiscal Year Eligible
Entry 1 ADA MIP1 2020 1234 Profile-1 2020 Eligible
Entry 2 ADA MIP1 2020 5678 Profile-1 2020 Eligible

Although there are similar COA combinations, the different activity codes make this a valid entry on the
page. Multiple pages can be used to infer transactions based on the needs of the agency. The sequence
order of the FPI pages need to be considered when using multiple tables that share some COA elements.

WAFJMS“ — Internal Use Only
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Cost Accounting Setup Document

This section will review:

Create a Cost Accounting Setup (CAS) document to create a new cost structure and new budget
lines for the Grant Award you have received

Attach the Grant Award to the Cost Accounting structure at the Program Period level
View the BGPDE and BGPDR documents created from the CAS document

Create and view an entry on the Funding Profile Inference 5 (FPI5) page for eligible expenditures
and ineligible expenditures on the CAS document

View the budget lines created by the BDPDR and BGPDE documents

View the Funding Profile Inference 5 created

The Cost Accounting Setup (CAS) document is used to establish a new project or grant in AFIS the CAS
document is used to:

Create some but not all of the Chart of Accounts elements used for Cost Accounting
Add new Programs, Program Periods, and Funding Profiles
Attach a file to the Program Period level
Create an inference on the Funding Profile Inference pages
Create a budget document for the new project or grant
The CAS document cannot be used to:
o Modify entries on an existing record on any of the Major Program pages

o Create new entries on the Phase page

A CAS document is used to create most, but not all elements of a cost structure that define a project or
grant. A CAS document is used to create project and grant elements because the document can be
routed for review and approval through workflow, it provides an audit trail of who created the new
elements and when they were created, and allows supporting electronic files to be attached to the
document.

A CAS document creates new records on the following reference pages.

Major Program
Program
Program Phase

Program Period
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=  Funding Profile, Funding Priority, Funding Line, and Funding Profile Inference (for grants and
projects using the automated reimbursement or front end split process)

=  Program Expense budget
=  Reimbursable Grant budget

Changes to existing Major Program, Program, Program Period, Program Phase, and Funding Profile
records must be made using the Cost Accounting Modification (CAM) document. The CAM document is
discussed in the next lesson.

The CAS document can be used to associate Phases to new or existing Programs, but cannot be used to
create new Phases. Any new Phases to be referenced on the CAS document must be established by the
department on the Phase (PHASE) page in advance.

The CAS document creates BGPHE, BGPDE, BGPDR, and BGPHR documents, in Pending Phase, as
appropriate for the Major Program identified. The budget line may be either for a new Program created
on that same CAS document or for an existing Program within that cost structure.

Documents in AFIS are made up of various components (sometimes referred to as ‘sections’). CAS
documents contain 12 components. The figure below illustrates the relationship between these
components.

Cost Accounting Setup Document Component Relationships

Header

v

Major Program

¥ W ¥ T T
program | | ProgramPeriod | | FundingProfile || FundingProfile Budget
¥ ¥ Inference
Program Funding Priority
Phase 7
FundingLine
¥
Internal Buyer Created :
FundingLine Documents
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The components of a CAS document are:

%AFIS — Internal Use Only

Header - Stores values that apply to the
entire document. The header should be
used to inform any approver of the
document of all goals to be accomplished
by the document. There is also a Submit
Budget Document checkbox, which allows
agencies to create budget documents and
have them created into a pending status. If
the checkbox is unchecked, then the budget
document will still be created but sentto a
draft status.

Major Program - Creates or identifies the
Major Program that defines the grant or
project and sets global characteristics for all
Programs defined within the Major
Program.

Program - Creates the breakdown of the
Major Program based on budgeting,
reporting, and/or Chart of Accounts
inference requirements.

Program Phase - Associates a Phase to a
specific Program. The phase must have
been previously established on the phase
table before it is allowed to be associated to
a CAS document.

Program Period - Establishes award periods
under the Major Program. Program Periods
may be used to separate various years of
the same project or grant within a single
Major Program.

Funding Profile - Creates a high-level code
that captures the billing characteristics of
an expenditure. Identifies the funding
relationships within a Major Program.
Funding profiles only pertain to agencies
using the front-end split feature of the Cost
Accounting module, this is determined in
the Major Program level.

ADOA - GAO 7/01/2021

Funding Priority -Identifies the stages of
billing for a Funding Profile. Funding
Priorities may start as high as 1 and go as
low as 99. The higher the priority the
sooner the billing will be associated to it. It
is recommended that the first priority be 10
so that if there becomes a need for a higher
priority the agency can make the necessary
adjustment. After 10 agencies should use
intervals of 10 so that again any
adjustments can be made. The 99 priority
should be used as an overflow priority
(catch-all bucket) in the event a priority is
unexpectedly exceeded.

Funding Line - Identifies the billing
information related to a specific funding
source within a Funding Profile and Funding
Priority. Funding lines must always equal
100% under a given priority. In this section
agencies can identify how the billing should
be done and where it should post to.

Funding Profile Inference - Defines
inference rules for the Funding Profile. The
FPI tables all contain various chart of
account elements that differ based on the
inference table the agency wishes to utilize.

Budget - Creates program and
reimbursement budget documents based
on the budget document code and Chart of
Accounts elements entered in this
component. Budget Structures are listed in
the Appendix on page 139.

Created Documents - Displays the
document information related to the
budget documents that are created as a
result of the CAS document being processed
to either draft or pending Phase.
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Reviewing a grant agreement

This section will review:

= |dentify whether the grant agreement is a state or federal grant

o CFDA number is biggest indication a grant is federally funded

= How to determine which level of the cost structure the Grant ID should be placed

= Understand the difference between state and federal grants and how they are tracked in AFIS

= Understand the needs of the grant you have received for cost structure setup

%AFIS — Internal Use Only
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Example: Grant Award Letter for Scenario]

—/ ADMINISTRATION FOR &
Office of Grants Management 330 C Street, 3 W. Washington, DC 20201

December 28, 2018

Director
Arizona Department of Economic Securily
1788 West Jeffarson Streat
Site Code 838Z
PHOENIX, ARLZONA 85007
Re: Notice of Grant Award
State Access and Visitation Program
FY 2019
Dear Grantee:

The following award is the allocatad amount for the flscal year indicated for the State Access and Visitation Program in
accordance with Section 4698 of the Social Security Act,

' Award Amount: $181,985.00
Project Period: 10-01-2018 - 09-30-2020

Catalog of Federal Damasiic
Ensity Idensfication Comman Accounting Grant Decument
Aatisanos ISPON) Program blumber (EIN) Appropriation Numbet Humber [CAN) Number (GON)
93.597 1866004791 ER TE-X-1501 2019, 39091 DAV ACF 1901 AZSAVP

These funds must be cbligated no later than 08-30-2020 and liquidated no later than 12-30-2020. Any funds remaining
unobligated or unliquidated by these deadlines will be recouped by this agency.

By accepting this award, the Stale agrees to use these funds in accordance with the provisions of all applicable Federal laws,
regulations, policies and the terms and conditions governing this program and governing the use of Federal funds, Any
expenditure found to violate these requiremants is subject to disallowance and recoupment by this agency and the imposition
of additional inleres! charges under 45 CFR 30.13 and 30.14.

A copy of the General Terms and Conditions gmrﬂmlng mandatnry grar nt prﬂgra ms ﬂnd Eddltlnnal prngram -specific
requirements for this program are available at hijps: acl hhs

Specifically, the State agrees to comply with the provisions of Federal regulations (31 CFR 205) that implements the Cash
Management Improvemsant Act by limiting the amount and timing of your requests lo draw Federal funds to the minimum
amount necessary to meet actual and immediate program needs and requirements. Failure to adhere to funds withdrawal
and reporting requirements may result in the unobligated portion of your letter-of-credit to be revoked,

Grant funds are made available through the HHS Payment Management System (PMS). Please direct questions as follows:

(g) Payments: Division of Paymenl Managemeant, PO Box 6021, Rockville, Maryland 20862 {hiip:'www. dpm nsc.gov) or fo
the PMS Help Desk at (877) 614-5533.

(h) Pragram requirements: Michaal Hayes al michael.hayes@ach.hhs.gov or (202) 401- 5651,

(I} Financial reporting: Michael Bratt at michael brati@act hhs gov or (202) 401- 4629,

Sincarely,

Monica Evans
Grants Officer
Division of Mandatory Grants

This is the Grant Award letter we are using in the scenario that follows. We have placed the
information here for your reference. Refer back to this page as needed.
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Entering a CAS

The Cost Accounting Setup (CAS) document is the method used by departments to create grant/project

cost structure, and associated budget lines, in a single document.

Create a CAS Document

Scenario —

Congratulations! The Notification of Award for the State Access and Visitation Program Grant has
been received. You will use the CAS document to create a new Major Program, Program, Program
Period, Funding Profiles, a program budget document and a reimbursement budget document for

the new grant.

Login to AFIS Home
Page. Navigate to the
Document Catalog to
initiate a CAS
document to create
the new cost
structure, steps:

GAFIS

Welcome, Training 1

311-MA - Financial MA2
Message Center
[ Search
Page Search
Document Catalog
Report Search
History
Favorites
Administration
Open Admin
Open Financials

Open HRM

1.

2
3
4.
5
6
7

WAFIMST — Internal Use Only

Search

Create

Menu

bk

Code : CAS
Dept. : |100

Document Catalog

= Document ldentifier

ﬂ Unit :

ID:

= (Other Options

Auto Numbering : ¢
Create Template :

Secondary Navigation Panel, click Search

Click Document Catalog

Click Create, to switch to Create mode

Code field, enter CAS

Dept field, enter your agency dept code

Check the Auto Numbering check box

Click Create. The CAS opens on Header component
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Participant Guide: Cost Accounting 51



NAVIGATION TIPS

To navigate within a document, you can either click the component name at the bottom of the
document, or use the Document Navigator panel. In this training, you will use the Navigator.

If necessary, click the Open Document Navigator icon (small arrow on left side) to switch to Document
Navigator mode.

If necessary, click the on the minimize/restore icon (in the upper right corner of the document
window) to show the component names. }

MAFIS Jump to: ﬁ\ﬂ P Home éﬁ‘?F

Welcome, Training 1 Procurement Budgefing Accounts Receivable Accounts P

Cost Accounting Setup(CAS) | Dept: 100 ID: 201500000042 WVer.: 1 Function: New Phase: Draft j
Genera/ Document Navigator 3]
Information Tab Header

Major Program
When the CAS Program Extended Description | Document Information

. Frogram Phase Document Name: Submit Budget Document(s): ¥

document IS Pragram Period Ed
Created a hew Funding Profile Record Date: )
Document |D iS Funding Pricrity Fiscal Year:

Funding Line Period:
generatEd. Internal Buyer Funding Line N - .

. Document Description: | Set up Cost Accounting Structure for new
NOtICE that the Funding Profile Inference Federal Grant P
. Eudget

document IS Created Documents
shown as:
Ver: 1, Function: 1. Complete the General Information tab on the Header component of the
New, Phase: CAS In the Document Description field, enter the reason for the creation
Draft (located on of this CAS document
the orange menu
bar)

*The Record Date, Fiscal Year, and Period fields will be auto populated when you validate the CAS
document. Fiscal Year and Period are not relevant on a CAS or CAM document.
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General
Information Tab

Complete the
General
Information tab
in the Major
Program
component of
the CAS to
create a new
Major Program,
steps:

Welcome, Training 1

Cost Accounting Setup(CAS) | Dept: 100  ID: 201500000042 Ver.: 1 Function: New Phase: Draft j

Document Navigator
Header

Major Program

Program

Program Phass

Program Period

Funding Profile

Funding Priority

Funding Line

Intemal Buyer Funding Line
Funding Profile Inference
Budget

Created Documents

X]

Procurement | Budgeting

Accounts Receivable

Accounts Payable

- -

Department

Major Program

Name Active Effective From

Effective To Reimb S

100 100MP 100 Stale Access and Visitation Program Ves Allowed for Reimiy
From 110 1 Total: 1 Show Lin
General Options | Rollups | Description/Contact | Highway Project | Overhead
* Department: | 100 & Effective From:
Instructor Effective To:
* Major Program: | 100MP & Active: ¥
Auto Generate: Budgeting: ¥/
Prefix: Reimb Status: | Allowed for Reimbursement ¥
* Name: | 100 State Access and Visitali Reimb Exclusion:
* Short Name: | 100 Acc and Vis

Document Navigator, click Major Program, Department field, enter your agency

dept. code.

1. Major Program field enter, XXXMP where XXX represents the department

2. Name field, enter XXX State Access and Visitation Program where XXX is
the Department

3. Short Name field, enter XXX Acc and Vis where the XXX represents the
department

4. Reimb Status field, Select Allowed for Reimbursement from the dropdown
menu.

When using Front-end split for the reimbursement cycle to generate documents this field must
be set to Allowed for Reimbursement.

%AF”IMS“ — Internal Use Only
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General
Options Tab

Complete the
General
Options tab
in the Major
Program
component,
steps:

Rollups Tab

Complete the
Rollups tab
in the Major
Program
component,
steps:

Welcome, Training 1

Cost Accounting Setup(CAS) Dept: 100 ID: 201500000042 Ver.: 1 Function: New Phase: Draft j

Document Navigator [
Header

Major Program

Program

Program Phase

Program Period

Funding Profile

Funding Priority

Funding Line

Interal Buyer Funding Line
Funding Profile Inference
Budgel

Created Documents

el N

Welcome, Training 1

Procurement

Budgeting

Accounts Receivable

Accounts Payable

= :

Drawdown Department:

Drawdown Unit:

Grant ID Name:

Streamlined Task Order
Billing:
CFDA Validation Required:

Department Major Program Name Active Effective From Effective To Reimb

100 100MP 100 State Access and Visitation Program Yes Allowed for Reiml|

From 1 to 1 Total: 1 Show Li

General Information Geneml [PLIIIEM Rollups | Description/Contact | Highway Project | Overhead
Stage Definition: Reclass Exclusion:
Reimb Budget: |39 & Split Type: | Front End Split (FES) v
REIMBURSABLE GRANT BUDGET Federal Appropriation Setup: | Program Period ¥
Reporting Basis: | Acorual M Internal Vendor: &
Drawdown Group: &| s |

|

Click General Options tab

Split Type drop down list, select Front End Split (FES)
Check the CFDA Validation Required check box

Procurement

Cost Accounting Setup(CAS) | Dept: 100 I1D: 201500000042 Ver.: 1 Function: New Phase: Draft =

Document Navigator

Header

x]

Major Program
Program

Program Phase
Program Period
Funding Profile
Funding Priority

Funding Line

Internal Buyer Funding Line

Funding Profile Inference
Budget

Created Documents

100

100MP

From 1 to 1 Total: 1

Major Program

100 Siate Access and Visitation Program

Major Program Clags:

Major Program Category: g1

Major Program Group:

Major Program Type:

Name

Reimb Budget pick list, select 39 — Reimbursable Grant Budget

Budgeting

Accounts Re

: '

Department

Active E]
Yes

General Information | General Options m Description/Contact | Highway Project | Overhead

[

B B 5

1. Click Rollups tab

2. Major Program Category pick list, select 01

This section is to help with year-end reporting type 01 means the funding the agency
is receiving these funds directly from the federal gov. and will be included for the
SEFA report C083 in INFOADV

%AF”IMS“ — Internal Use Only
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Description/
Contact Tab

Review the
Description/
Contact tab
in the Major
Program
component.
Click the
Description/
Contact tab

Highway
Project Tab

Review the
Highway
Project tab of
the Major
Program
component,
by selecting
the Highway
Project tab

Department
100

Major Program Name Active Effective From Effective To Reimb Status

100MP 100 State Access and Visitation Program Yes Allowed for Reimbursement

From 1 to 1 Total: 1 Show Lines: | 10 ¥

General Information | General Options | Rollups |[dysTlieiFte 8 Highway Project | Overhead

4|

Contact: Description:

The fields in this tab are for informational purposes to be determined by department
procedures

Name Effective From

100 STATE ACCESS AND VISITATICN

Department Active Effective To Reimb Status

100

Major Program

100MP Yes Allowed for Reimbursement

Show Lines: Export to C8V.

= LstView |

From 1 to 1 Total: 1

General Information | General Options | Rollups || Description/Contact gils LIRS IIS M Overhead

Project Agreement Number:

Secondary Road Plan:

County: 2

Building Number:

Mile Post Start: Parcel Number:

Mile Post End: Corridor:
Mile Post Length: Board Entity:
Station: Legislative Entity:
Entity: Indian Reservation:

Area:

Highway Functional Class:

For this scenario, the fields in this tab will remain blank; as this cost structure is not
related to an FHWA project.

Note: The Highway Project fields can be recorded at the Major Program, Program, or Program
Phase levels, depending on the project and on department procedure.

Review the Overhead tab of the Major Program component, then click Validate to check for errors. Click
the Overhead tab

View the fields available in the Overhead tab. For this activity, these fields will remain blank.

1. Click the Validate button to check for errors. If any errors exist, correct the errors and click
the Validate button again. If the validation is successful, the following message displays in
the upper left corner of the screen: Document validated successfully

%AF”IMS“ — Internal Use Only
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Welcome, Training 1 Procurement

Miew All 1 of 2 | @ Document validated successfully

Budgeting | Accouns Receivable | Accounts Payable

Cost Accounting S:Illp(CAS)l Dept: 100 ID: 201500000042 Ver.: 1 Function: New Phase: Draft ‘j

General
Information
Tab

Populate the
General
Information
tab of the
Program
component
of the CAS,
steps:

Document Navigator X

Header

Major Program

Program

Program Phase

Program Pericd

Funding Profile

Funding Priority

Funding Line

Intemal Buyer Funding Line
Funding Profile Inference
Budget

Created Documents

Department
100 100PROGRAM 100 State Access and Visitation Program 100MP
From 1to 1 Total: 1

Program Name

[l General Options | Rollups | Description/Contact | Highway Project

Yes

Fixed Asset Information | Program Dates

Major Program  Active Effective From Effective To Billing Agreement Date Reimb Eligible

Yes i}
Show Lines:| 10 ¥ || Export to GSV.

= List View

Department: 100
* Program: | 100PROGRAM &

Auto Generate:

Sub Account:
Site Location:

Program Status: &

Effective From:

Effective To:

Reclass Exclusion:

Final Bill:

Billing Agreement Date: | 6/01/2015
Prefix: Active: ¢
* Name: | 100 State Access and Visitati Budgeting: ¥/
* Short Name: | 100 Acc and Vis Reimb Status:  allowed for Reimbursement ¥
Major Program: 100MP Reimb Eligible: ¥/

Welcome, Training 1

Document Navigator, click Program
Click Insert New Line
Program field enter XXXProgram where the XXX represents the department

Make a note of this Program name for future reference:

o This will be used again in the funding profile inference section and
budget, and AFIS will error if the names do not match

Name field, enter XXX State Access and Visitation Program where the XXX
represents the department

Short Name field, enter XXX Acc and Vis where the XXX represents the
department

Billing Agreement Date field, click the Show Calendar icon and select June 1,

2015

Procurement | Budgeling | Accounls Receivable | Accounts Payable

View All 1 of 1| @ Document validaied successfully

Cost Accounting Selllp(CAS)‘ Dept: 100 ID: 201500000042 Ver: 1 Function: New Phase: Draft |j

General
Options Tab

Review the
General
Options tab
of the
Program
component,
by selecting
the General
Options tab.

%AF”IMS“ — Internal Use Only

Document Navigator X

Header

WMajor Program

Program

Program Phase

Program Pericd

Funding Profie

Funding Priority

Funding Line

Intemal Buyer Funding Line
Funding Profiie Inference

Budget

Crealed Documents

Department  Program Name Major Program  Active Effective From Effective To  Billing Agreement Date Reimb Eligible

100 STATE ACCESS AND VISITATION
100 100PROGRAM ppotonn 100

From 1 to 1 Total: 1

General Information (R RNl Rollups | Description/Contact | Highway

WP Yes 06/01/2015 Yes juj

show Lines:| 10 v | | Export fo CSV
= List View

Project | Fixed Asset Information | Program Dates

Drawdown Group: &

Drawdown Department:

Drawdown Unit:

GrantID: &

Grant ID Name:

Contract Withhelding Exempt:
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For this scenario, the fields in the Rollups tab will remain blank. On the job, refer to department
procedure for the proper entries in this component.

| Progam  Totallines: 1 Program: 100PROGRAM e

Department Program Name Major Program  Active Effective From Effective To  Billing Agreement Date  Reimb Eligible
100 100PROGRAM 100 State Access and Visitation Program  100MP es es @
From 1 to 1 Total: 1 Show Lines:| 10 ¥ || Exportto CSV

= List View

General Information | General Options m Description/Contact | Highway Project | Fixed Asset Information | Program Dates

Program Class: $|
Program Category: 4
Program Type: $|
Program Group: bl

= Review the Description/Contact tab of the Program component. Click on the
Description/Contact tab.

= Review the Highway Project tab of the Program component. Click the Highway Project tab

For this scenario, the fields in this tab will remain blank; as this cost structure is not related to an FHWA
project.

Note: The Highway Project fields can be recorded at the Major Program, Program, or Program
Phase levels, depending on the project and on department procedure.

= Review the Fixed Asset Information tab of the Program component.

=  Click the Fixed Asset Information tab, for this scenario, the Fixed Asset Construction Program
Level field will remain blank; since you are establishing a grant, not a construction project.

Review the fields in the Program Dates tab of the Program component. Click Validate to check for
errors. Click the Program Dates tab, for this scenario, the fields in the Program Dates tab will remain
blank.

Click the Validate button to check for errors. If any errors exist, correct the errors and click the Validate
button again. If the validation is successful, the following message displays in the upper left corner of
the screen: Document validated successfully.

Welcome, Training 1 Procurement Budgeting Accounts Receivable Accounts Payable
Wiew All 1 of 2 | @ Document validated successfully

Cost Accounting Selnp(CAS]‘ Dept: 100 1D: 20150001 2 Ver: 1 Function: New Phase: Draft |j

Document Navigator Xl P - =
Header
Major Brogram Department Program Name Major Program  Active Effective From Effective To Billing Agreement Date Reimb Eligible
P— 100 100PROGRAM 100 State Access and Visitation Program  100MP Yes Yes i)
rogram
From 1 to 1 Total: 1 Show Lines:| 10 ¥ || Export io GSV.
Program Phase
Program Period e
Funding Profile
General Information | General Options | Rollups | Description/Contact | Highway Project | Fixed Asset Information |Ragali[GTHRRGICEY ﬂ
Funding Priority
Funding Line Award Date: In Service Date:
Intemal Buyer Funding Line Authorization Date: Critical Date:
Funding Profile Inf = . =
b A Planned Program Start Date: Encumbrance Availability
Budget = Date:
Actual Program Start Date: =l Last Billed Date: i
Created Documents
Program Substantial Final Payment Date:
Completion Date:
Funding Expiration Date: Last Action Date:
Project End Date:
Project Close Date:
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Review the Program Phase component of the CAS document. On the Document Navigator, by selecting
Program Phase.

Make note of the fields associated within the Program Phase component on the General Information,
Description/Contact, Highway Project, and Fixed Asset Information tabs.

Welcome, Training 1 Procurement | Budgefing | Accounts Receivable | Accounts Payable
View All 1 of 2 | @ Document validated successfully

Cost Accounting Se!up{CAS)| Dept: 100 ID: 201500000042 Ver: 1 Function: New Phase: Draft ‘j

Progiam Period Total Lines: 1_ Program Peiod: 10015

Document Navigator [

Header
T — Department  Major Program  Program Period  Program Period Inf From  Program Period Inf To Reimb Status Program Pel
General . 100 100MP 10015 Allowed for Reimbursement
rogram
From 1 to 1 Total: 1 Show L
i Program Phase em ot o
nformation Ta ee——
Program Period
Funding Profiie
Complete the T [ LE R Sl General Options | Description/Contact | Funding Identification
unding Priori
General FLET LT Department: 100 * Program Period Inf From: | 7/01/2014 =
. Intemal Buyer Funding Line Major Program: 100MP * Program Period Inf To: | 5/30/2015 |
Informatlon tab Funding Profiie Infersnce Major Program Name: 100 State Access and Visitation Program Active: B
Budget * Program Period: | 10015
of the Program Budgeting: @
g Created Documents * Program Period Name: | 100 State Access and Visitat DS [ TA——— —
2 2 | Allowed for Reimbursement
PerIOd * Short Name: | 100 Acc and Vis
component - - .
7
; 1. Document Navigator, click Program Period
steps:

2. Click Insert New Line

3. Program Period field, enter XXX15 where XXX represents the
department

= Make a note of this Program Period for future reference:

4. Program Period Name field, enter XXX STATE ACCESS AND
VISITATION PROGRAM where XXX represents the department

5. Short Name field, enter XXX ACC AND VIS

6. Program Period Inf From field, click the Show Calendar icon and select
July 1, 2014

7. Program Period Inf To field, enter June 30, 2015

Note: The Program Period Inference To and From date fields typically align with the grantor’s
fiscal year.
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General
Options Tab

Complete the
General
Options of
the Program
Period
component,
by selecting
the General
Options tab,
steps:

Funding
Identification
Tab

Complete the
Funding
Identificatio
n tab of the
Program
Period
component,
by selecting
the Funding
Identificatio
n tab, steps:

Welcome, Training 1

Procurement Budgeting Accounts Receivable Accounts Payable

View All 1 of 2 | @ Document validated successfully

Cost Accounting SeluMCAS)| Dept: 100 ID: 201500000042 Ver.: 1 Function: New Phase: Draft |j

Document Navigator [

Header
Major Program
Program

Program Phase

Program Period

Funding Profile

Funding Priority

Funding Line

Internal Buyer Funding Line

Funding Profile Inference

Department  Major Program  Program Period  Program Period Inf From  Program Period Inf To Reimb Status Program Perio
100 100MP 10015 07/01/2014 06/30/2015 Allowed for Reimbursement
From 1 to 1 Total: 1 Show Line
General Information Geweml [s[iLIEN Description/Contact | Funding Identification
Stage Definition: No GrantID: | cRanT100 &
Eleuciee: &) GrantID Name: Grant100

1. Click Grant ID pick list

Enter GRANTXXX in the Grant ID field, where XXX represents the department

2. Click Browse and select the Grant ID

3. Review the available fields on the Description/Contact component, by
selecting the Description/Contact tab.

Welcome, Training 1

Procurement | Budgeting | Accounts Receivable | Accounts Payable

Wiew All 1 of 2 | @ Document validated successfully

Cost Accounting SE(IID{CAS)| Dept: 100 ID: 201500000042 Ver.: 1 Function: New Phase: Draft |j

Document Navigator [

Header

Major Program

Program

Program Phase
Program Period
Funding Profile

Funding Priority

Funding Line

Intemnal Buyer Funding Line
Funding Profile Inference
Budget

Created Documents

Department
100

Major Program
100MP

Program Period
10015

Program Period Inf From
07/01/2014

Program Period Inf To
06/30/2015

Reimb Status

Allowed for Reimbursement

Program Period Se

From 1 to 1 Total: 1 Show Lines: | 1

General Information | General Options | Description/Contact ETNHNVEGERIN T

Federal Catalog Agency: | DCAP &

SEFAID:
Federal Catalog Prefix: |93 SEFA Description:
Federal Catalog Suffix: | 507 &

Federal Agency Name: DHHS Centers for Disease Control and Prevention

&

Common Accounting No:
Federal Appropriation No:

External Account No:
Letter of Credit No:

Construction Budgeting
Authority No:

Federal Payment System:

1. Federal Catalog Agency pick list, select DCAP. The Federal Catalog Prefix

field (93) will be inferred based on this selection.

2. Federal Catalog Suffix field, enter 597

Click Validate to check for errors. If any errors exist, correct the errors and click the
Validate button again. If the validation is successful, the following message displays in
the upper left corner of the screen: Document validated successfully.

%AF”IMS“ — Internal Use Only
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Per State of Arizona Accounting Manual Topic 70 Section 65, Cost Structures for Grants "All grant
awards for direct or pass-through Federal grants, as well as State grants, must be attached to the cost

structure. The Grant agreement should be attached to the cost structure through a CAS/CAM document
at the Program Period level."

Follow these steps to attach an electronic file to the Program Period component of the CAS/CAM
document:

WAFIS Jump fo] C&5 g\ﬂ AP Home. jvpersnnau:e ) Accessiiity [ App Help < About | [T

Welcome, Training 1 Procurement | Budgeting | Accounts Receivable | Accounts Payable
view All 1 of 1| @ Document validated successfully

Cost Accounting Selup(CAS)‘ Dept: 100 ID: 201500000042 Ver: 1 Function: New Phase: Draft ‘j

Document Navigator (]

Header
i mEET Department  Major Program  Program Period  Program Period Inf From  Program Period Inf Ta Reimb Status Program Period Sequence.

A tta Chl nents Wy 100 100MP. 10015 0710112014 063012015 Allowed for Reimbursement i}
Program

From 1to 1 Total: 1 Show Lines:| 10 ¥ || Exportlo CSV.
Program Phase
Program Period

= List View

Funding Profie
General Information | General Options | Description/Contact [EEIAILELERILTEINY a

Funding Priority

Funding Line Federal Catalog Agency: | DCAP &

SEFA ID:

e dboys fn sl Federal Catalog Prefix: |93 SEFA Description:

Funding Profilc Inference
Federal Catalog Suffix: 557 &)

Budget P
Federal Agency Name: DHHS Centers for Disease Gontrol and Prevention

Created Documents

Common Accounting No:

Federal Appropriation No:
pprop! | External Account No
Letter of Credit No:
Construction Budgeting
Authority No:
Federal Payment System:
], Archive
[& sendPage
B save || 5 Undo | | B« insert hew Line || (4 Insert Copied Line | | 54 Edit with Grig A [g Download Document
4
3 Cony| Vaiidate || €3 Submit| [[G Discard | am View PDF | [ & Print PmcessM . .

Larger view of menu options:

|;l Archive
[& SendPage

J Download Document

& Attachments

o View POF | @@ Print | | Processing= | | Workllow= | File~ Close

1. Navigate to the Program Period level of the document
2. Click File menu in the lower right corner of the CAS

3. Select Attachments from the File menu. The Attachments window displays
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Welcome, Training 1
311-MA - Financial MA2

Meszsage Center
[ Search
Page Search
Document Catalog
Report Search
[= History
Favorites
Administration
Open Admin
Open Financialz

Open HRM

Procurement Budgeting Accounts Recel

Attachments

File Name Type Date UserlD Primary State
First Prev Mext Last

I Upload

Fi

earch Download Delete Restore
Description :

€ Name :
Type :
Date :
User ID :
Primary State :

Refurn to Document
View Attachment History

4. Click Upload

Welcome, Training 1
311-MA - Financial MA2

Message Center

= Search
Page Search
Document Catalog
Report Search
[=] History
Favorites
Administration
Open Admin
Open Financials

Open HRM

Procurement Budgeting Accounts Receivable

Upload Attachment

“ rowwse’ link to select a file or you can also drag and drop files on the page. Click "Upload® or "Cancel when you have finishec

Description :

Attachment Type @ zizngard  w

Select Al With selected : Apply Description Apply Aftachment Type Clear Description Remove

Upload Cancel

Click Browse to search for the file to be attached

Locate and select the file to be attached, then click Open. The Upload Attachment
page is displayed

Welcome, Training 1
311-MA - Financial MA2

Upload Attachment

Procurement Budgeting Accounts Receivable Accounts Payable

Message Center

[ Search
Page Search
Document Catalog
Report Search
[ History
Favorites
Administration
Open Admin
Open Financials

Open HRM

7.

&AFIS -internal Use Only

Click the 'Browse’ link to select a file or you can also drag and drop files on the page.Click ‘Upload’ or 'Cancel' when you have finished.
Ercwse

Description:

Attachment TYpe ! sizndard v

Select All With selected : Apply Description Apply Attachment Type Clear Description Remove

File Name Description Aftachment Type

Attachment Description
100 STATE ACCESS AND VISITATION PROGRAM pdf |~ SCrp P Standard ¥

alalblugber of Files selected: 1
Upload Qancel

In the Description field, enter State Access and Visitation Program
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8. Click Upload
9. Click Done

To view attachments, you would follow the same steps, except choose View Attachment History and
then click the checkbox next to the document you wish to view and download.

Click Return to Document to return to the CAS document

VWelcome, Training 1 Procurement Accounts Receivable

311-MA - Financial MA2

Budgeting

Attachments

Message Center

[ Search
Page Search File Name Type Date UserID  Primary State
Document Catalog + 100 STATE ACCESS AND VISITATION PROGRAM. pdf Standard 7/31/19  trainingl Mew

First P Mext Last
Report Search st Frev e 2

Upload Search Download Delete Restors
File Name : 100 STATE ACCESS AND VISITATION PROGRAM.pdi Description :
Type : Standard
Administration Date : 7/31/19
User ID : training1
Primary State : New

[ History

Favorites

Open Admin

Open Financials

Re o Document

Open HRM Oy

Notice the paperclip icon in the component header and to the left of the line that is selected. A
numeral is also displayed to indicate the number of files attached in each location.

Welcome, Training 1 Procurement Budgeting Accounts Receivable | Accounis Payable
View All 1 of 2 | @ Document validated successfully

Cost Accounting Selup(CAS)| Dept: 100 ID: 201500000042 WVer.: 1  Function: New Phase: Draft |j

Document Navigator )
Header
Major Pragram Department  Major Program  Program Period Program Period Inf From Program Peried Inf To Reimb Status Program Period Sequence
e iy Qoo 100MP 10013 07/01/2014 06/30/2015 Allowed for Reimbursement o
rogram
From Qo 1 Total: 1 Show Lines: | 10 ¥ || Export o GSV
Program Phase

When the CAS is submitted to Final Phase, a copy of the file will be attached to the new record on the
corresponding reference table.

1. You may navigate to the Program Period reference table to view the attachment
2. Search for the new record

3. Click the Attachments link below the grid

MAFIS Jump tof PPC &[lco| P rome P Personalize ¥ Accessivity [g] appHelp € About | (]

Welcome, Instructor 2 Procurement | Budgeting | Accounts Receivable | Accounts Payable

311-MA - Financial MA2 Program Period

[¥ Message Center

Search

History Department Major Program Program Period Sequence Program Period Program Period Inf From Program Period Inf To Reimb Status Total Clearance Percentage
Favorites v 100 100 110015 071012014 06/3012015  Allowed for Reimbursement 0.00
First Prev Next Last § Aftachments

Administration
E Save Undo Delete Insert Copy Paste Search @R

The Reference Table Attachments page is displayed and the attachment is shown in the grid.

From this page you may download to view the attachment; delete; or view Attachment History.
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<AFIS

Jump to" PRC

2 oo

Accounts Receivable At

Welcome, Instructor 2
311-MA - Financial MA2

Procurement Budgeting

Reference Table Attachments

[#] Message Center

Search

File Name Type Date UseriD

« 100 STATE ACCESS AND VISITATION PROGRAM.pdf Standard 6/1/15  training1
First Prev Next Last

History

Favorites

[# Administration

Upload

Open Admi Search
e Download
Open Financials Delete
: 100 STATE ACCESS AND VISITATION PROGRAIM.pdf Description :
Open HRM Type :
pe:1
Date : 6/1/15

User ID : fraining1

View Attachment History

Funding Components
Funding Profiles, Funding Priorities, and Funding Lines discussed earlier in the course.

Here is a visual to understand the next steps:

pcton1: [ Acton2: [ Acions.

First, create the Second, create the ) Last, create the
Eligible Funding Ineligible Funding Third Reimbursement budgets
Profile steps below: Profile steps for Eligible and Ineligible
< ! . 4 ¢
Create an Create a Funding Create a Reimbursement
c:.:::: ::;i:a Ineligible Funding Profile Inference Budget for the Eligible
Profile (FP15) Funding Profile
U 2 v
Create a Funding Create a Funding Create a Reimbursement
Priority for the Priority for the Budget for the Ineligible
Eligible Funding Ineligible Funding Funding Profile
‘ Profile
¥
EERAal e an Create a Funding
Funding Line for T e
Funding Priority 10 Ineligible Funding [ |
| | Profile [}
Create a State
Funding Line for c;:::m
Funding Priority 10

(The steps that follow are color coded based on this chart for each step).
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Create an Eligible Funding Profile for the State Access and Visitation
Program Grant

i Document Navigator (X = . Funding Profil
Funding | e

Department Major Program Funding Profile Funding Profile Name
. Major Program
Profile -
roaram From 1 te 1 Total: 1 Show Lmes:[
Program Phase
Gen era/ Program Period ‘

Funding Profile

/HfOfI’YYCIl'/Oﬂ Fening Proy (LU EIEN T ) ETGL I Reimbursement Options
TC/b Funding Line Department: Active: ¥
Internal Buyer Funding Line Major Program: Budgeting: ¢/
Funding Profile Inference * Funding Profile: | 100 & Description:
Budget * Funding Profile Name: 100 ACCESS AND VISITA
Created Documents Effective From ] <
Safety: ||
Effective To:
1. Document Navigator, click Funding Profile
2. Click Insert New Line
3. Funding Profile field, enter XXX where XXX represents the department
4. Funding Profile Name field, enter XXX ACCESS AND VISITATION where XXX

represents the department

5. Click Save

) Document Navigator X _ - -
Funding e o G o A O —

Header

P r' O fi I e Maijor Program

Program
Reimburseme O PR
. Program Period
nt Options Tab

LS General Information | RETRIMITER N EH TR0 T3

Funding Priority

Department Major Program Funding Profile

From 1to 1 Total: 1

Reimb Eligible: ¥
Funding Line o

Internal Buyer Funding Line Reimb Status: | Allowed for Reimbursement v

Funding Profile Inference Overflow Exclusion: |
Budget CMIA Interest: | |
Arnotad Nonumants

1. Click Reimbursement Options tab
Note: The Reimb Eligible and Reimb Status fields are inferred from the Major Program
The Overflow Exclusion and CMIA Interest fields are optional and will remain blank for this scenario.

Click the Validate button to check for errors. If any errors exist, correct the errors and click the Validate
button again. If the validation is successful, the following message displays in the upper left corner of
the screen: Document validated successfully.
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Create a Funding Priority for the new Funding Profile

General
Information
Tab

Reimbursement
Options Tab

Document Navigator x] - -

| Header

Department Major Program

Major Program
Program

From 1 to 1 Total: 1
Program Phase
Frogram Period

Funding Profile

LU BRI GLGH | Reimbursement Options

Funding Profile

Funding Priority

Department:
Funding Line .

i . Major Program:
Internal Buyer Funding Line

) Funding Profile:
Funding Profile Inference
Funding Priority: 10
Budget

Created Documents Advance Construction:

1. Document Navigator, click Funding Priority

2. Click Insert New Line

3. Funding Priority field, enter 10 - It is recommended to start at 10 and not 1 so

you can have the ability to create a priority before 10 if needed.

Welcome, Training 1 Procurement | Budgeting | Accounts Receivable | Accounts Payable

Yiew All 1 of 1| @) Document validated

Cost Accounting SeIuD(CAS)‘ Dept: 100  ID: 201500000042 Ver: 1 Function: New Phase: Draft |j

Document Navigator ]|

Header
Major Program
P 100 100MP 100 10 5000%  0.00%
Program Phase From 1 to 1 Total: 1
Program Period
Funding Profile
Funding Priority

General Information |[ELTEINNWRGEE Reimbursement | Front-End Spiit | Funding Identification

Funding Line

show Lines:| 10 ¥ | Go to line:

Department Major Program Funding Profile Funding Priority Funding Line = Federal Appropriation No = Other Funding Source 1D Reimb %  Tot Buyer Line % CMIA Method  Cu

FED

[

»

= List View

Intemal Buyer Funding Line Unit: | ALl Reimb Status: | Allowed for Reimbursement
Funding Profile Inference

J Customer ID: | FEDAGCY00006 &) Reimb %: | 50.00%
Budget
Customer Name: Department of Defense Max Reimb Amt: | 50.00
Created Documents

Internal Customer: Split Type: Frant End Spit (FES)

Customer Type: Federal (CMIA) CMIA Method: | Average Glearance

Billing Profile: |cOsT & Reimb Eligible: (/|

Billing Profile Type: Fiscal Year: 2015
Reimb Output Type:  Generale Receivables Only M Tot Buyer Line %: 0.00%

Reimb Frequency: | Daily v Bank Account Code: &

Match Type: v

v

Complete the Reimbursement Options tab, for the Funding Priority 10, steps:

%AF”IMS“ — Internal Use Only

1. Click Reimbursement Options tab

2. Reimb Status drop down list, select Allowed for Reimbursement
3. Check the Reimb Eligible check box

4. Click Save

ADOA - GAO 7/01/2021
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Create a Federal Funding Line for the Funding Priority 10

Welcome, Training 1 Procurement | Budgefing | Accounts Receivable | Accounts Payable

View All 1 of 1| @ Document validated successfully

Cost Accounting SeluD{CAsll Dept: 100 ID: 201500000042 Ver: |  Function: New Phase: Draft ‘j

Document Navigator ~ [X]

Header

f— Tota Lines: 1. Funding Line: . Reimb %;,50.00

A T Department Major Program  Funding Prefile Funding Priority
. Program 100 100MP 100 10
Reimbursement | |omrmme

Opt/or)s Tab Program Period

Funding Profile
Funding Priority

Funding Line Federal Appropriation No  Other Funding Source D Reimb % Tot Buyer Line % CMIA Metho
Average
50.00%  0.00% el

Show Lines:| 10 ¥ | Go to line:

d Cu
FED
|E<}

»

= List View

e e General Information EEEMMITEENENECURIER Reimbursement | Front-End Split | Funding Identification

Intenal Buyer Funding Line
Funding Profile Inference
Budget

Created Documents

Unit: | ALL
Customer ID: | FEDAGCY00006 &
Customer Name: Depariment of Defense
Internal Customer:
Customer Type: Federal (GMIA)
Billing Profile: | cosT &|
Billing Profile Type:
Reimb Output Type: | Generate Receivables Only

Reimb Frequency: | Daily v

Reimb Status: | Allowed for Reimbursement ¥
Reimb %: | 50.00%
Max Reimb Amt: | 50.00
Split Type: Front End Spiit (FES)
CMIA Method: | Average Clearance v
Reimb Eligible: ¥
Fiscal Year: 2015
Tot Buyer Line %: 0.00%

Bank Account Code: &

Match Type: v

Document Navigator, cl

Click Insert New Line

Unit field, enter All

Reimb Frequency drop

W 0 N o n R W N

[y
o

. Reimb % field, enter 50

=
w N

. Click Save

&AFIS - internal Use Only

ick Funding Line

Click Reimbursement Options tab

Customer ID, enter FEDAGCY00006
Billing Profile field, enter COST

down list, select Daily

. Check the Reimb Eligible check box

ADOA - GAO 7/01/2021

Reimb Output Type drop down list, select Generate Receivables Only

Reimb Status drop down list, select Allowed for Reimbursement

. CMIA Method drop down list, select Average Clearance
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| &

Document Navigator X — . _— ing Line:_Reimb %: 50.00
Header
- - Department Major Program Funding Profile Funding Priority Funding Line Federal Appropriation No Other Funding Source ID Reil
ajor Program
100 100MP 100 10 50.0
Frogram
Program Phase From 1 to 1 Total: 1
Reimbursement | | erogam rerca
Funding Profile
Tab
Funding Priori
L General Information || Reimbursement Options Front-End Split || Funding Identification
Funding Line
Internal Buyer Funding Line Bind: & Function: 2
Funding Profile Inference Sub Fund: 3\ Sub Function: 3\
Budget Revenue: | 4211 3\ Reporting: $|
Created Documents
Sub Revenue: 3\ Sub Reporting: 3\
Unit: & Location: &
Sub Unit: 4 Sub Location: &
Appr Unit: N Dept Object: N
o= o=
Object: 3‘ Dept Revenue: ﬁ‘
Sub Object: 3\ Task: 3\
Activity: 3\ Sub Task: 3\
Sub Activity: 3‘

Complete the Reimbursement tab for the Federal Funding Line, steps:

1. Click Reimbursement tab
2. Revenue field, select 4211

The remaining fields are completed based on department procedure.

Weicome, Training 1 Procurement | Budgeting | Accounts Receivable | Accounts Payable
siew All 1 of 1 | @ Document validated lly

Cost Accounting Snlllp(CAS)‘ Dept: 100 ID: 201500000042 Ver: 1 Function: Mew Phase: Draft ‘j

Document Navigator  [X]

Header
A — Department Major Pragram Funding Profile Funding Priority Funding Line Federal Appropriation No Other Funding Source ID Reimb % Tot Buyer Line % CMIA M
Average
Ff’O[’) t En d Sp //t Program 100 100MP 100 10 5000%  0.00% ]
Program Phase From 110 1 Total: 1 show Lines: 10 ¥ | Goto line
Tab Program Period
Funding Profile
Funding Priority General Information | Reimbursement Options | Reimbursement [[ZSUISSISIENIN Funding Identification
Funding Line
Fund: 9000 4 Reporting: &
Internal Buyer Funding Line
Funding Profie Inference SublELsc &) Sub Reporting: &
Budget Unit: & Dept Object: &
Greated Documents Sub Unit: 2 Task: 2
Appr Unit: & Sub Task: &
Function: & Debt ID: &
Sub Funetion: a Use FIFO for Posting Line BFY:

Complete the Front-End Split tab for the Federal Funding Line, steps:

1. Click Front-End Split tab
2. Fund field, enter training data

The remaining fields are completed based on department procedure.
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Review the Funding Identification tab for the Federal Funding Line, by selecting the Funding
Identification tab.

o The funding identification fields will remain blank, since they have been entered at the
Program Period level.

Create a State Funding Line for Funding Priority 10

Welcome, Training 1 Procurement | Budgeting | Accounts Receivable | Accounts Payable
diew All 1 of 1| @ Document validated successfully

‘Cost Accounting Setup(CAS) | Dept: 100 ID: 201500000042 Ver: 1 Function: New  Phase: Draft | |~

Document Navigator (| -

Header
e — Department Major Program _Funding Profile Funding Priority Funding Line Federal Appropriation No _ Other Funding Source 1D Reimb % Tot Buyer Line % CMIA Method  Customer 1D
Average g
T 100 100MP 100 10 50.00%  0.00% Gl . FEDAGCY00006 B2y 1l
g
ATIEEED 100 100uP 100 10 5000%  000% i}

e From 110 2 Total: 2

Reimbursement e - T Lo et
. Funding Profie _
Options Tab e =

Fanding Line Reimbursement | Front-End Spiit | Funding Identiication o

Interal Buyer Funding Line

Units Reimb Status: | Alowed for Reimbursement ¥
Funding Profiie Inference.
3 Customer ID: 2| Reimb %: [50.00%
Budget
Customer Name: Max Reimb Amt: |50.00
Created Documents

Internal Customer: Split Type: Front End Spit (FES)

Customer Type: CMIA Method:

Billing Profile: 2| Reimb Eligible: ¥/

Billing Profile Type: Fiscal Year: 2015
Reimb Output Type: | None v Tot Buyer Line %: 0.00%

Reimb Frequency: | none v Bank Account Code: 2

Mateh Type: v

1. While still on the Funding Line component, click Insert New Line. A second
line is displayed in the Funding Line grid.

Click Reimbursement Options tab

From the Reimb Output Type drop down list, select None

From the Reimb Frequency drop down list, select None

Reimb Status drop down list, select Allowed for Reimbursement
Reimb % field, enter 50

Check box for Reimb Eligible

O N o v B Ww N

Click Save
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Front-End Split
Tab

Welcome, Training 1

Cost Accounting Setup(CAS) Dept: 100 ID: 201500000042 Ver: 1 Function: New Phase: Draft j

Document Navigator
Header

Major Program

Program

Program Phase

Program Period

Funding Profile

Funding Priority
Funding Line

Internal Buyer Funding Line
Funding Profile Inference
Budget

Created Documents

Procurement | Budgeling | Accounis Receivable | Accounts Payable

= - S —

Department Major Program  Funding Prefile  Funding Priority Funding Line Federal Appropriation No  Other Funding Source ID Reimb % Tot Buyer Lin

100 100MP 100 10 1

100 100MP 100 10 2
From 11c 2 Tofal: 2

50.00% 0.00%
50.00% 0.00%

Show Lines: 10 ¥

General Information | Reimbursement Options | Reimbursement WIGHIELESINE Funding Identification

Fund: 1000 | Reporting: &
Sub Fund: &+ Sub Reporting: &
Unit: 3\ Dept Object: 3|
Sub Unit: & Task: 4|
Appr Unit: &| Sub Task: &|
Function: 3| Debt ID: 3\
Sub Function: & Use FIFO for Posting Line
BFY:

Complete the Front End Split tab for the State Funding Line, by selecting the Front End Split tab

1. Fund field, select 1000

*The remaining fields are optional based on Departmental procedures.

Click the Validate button to check for errors. If any errors exist, correct the errors and click the Validate

button again. If the validation is successful, the following message displays in the upper left corner of
the screen: Document validated successfully.

%AF”IMS“ — Internal Use Only
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Create an Ineligible Funding Profile for the State Access and Visitation

Program

Funding
Profile
General

Information
Tab

LA

Welcome, Training 1

Cost Accounting Setup(CAS) Dept: 100 ID: 201500000042 Ver.: 1 Function: New Phase: Draft

Document Navigator 54
Header
Major Program
Program
Program Phass
Program Period
Funding Profile
Funding Priority
Funding Line
Internal Buyer Funding Line
Funding Profile Inference
Budget
Created Documents

100
100

Procurement | Budgeling | Accounts Receivable | Accounts Payable

06/01/20

Department Major Program Funding Profile Funding Profile Name
100MP 100 100 ACCESS AND VISITATION
100MP 100INEL 100 ACCESS AND VISIT INELIGIBLE

From 1 to 2 Total: 2

RO EINIGHUETTI Reimbursement Options

Department: 100 Active: ¥
Major Program: 100MP Budgeting: ¥
Funding Profile: 100INEL 3| Description: INELIG FP-ACCESS AND VISIT

* Funding Profile Name: 100 ACCESS AND VISIT INE

Effective From:
Safety:
Effective To:

Click Insert New Line

the department

Document Navigator, click Funding Profile

Click General Information tab
Funding Profile field, enter XXXINEL where XXX represents the department
Funding Profile Name field, enter XXX ACCESS AND VISIT INELIGIBLE where XXX represents

6. Inthe Description field, enter INELIG FP-ACCESS AND VISIT

Funding
Profile

Reimbursement
Options Tab

&AFIS - internal Use Only

Welcome, Training 1

Procurement Eud

[View All 1 of 1 | @ Document validated successfully

Cost Accounting Setup{CAS:l| Dept: 100 1D: 201500000042 Ver.. 1 Function: New Phase: Draft ||E| . oA '-'I”I"‘" N "II

Document Navigator
Header

Major Program
Program

Program Phase

Program Period

x]

Funding Profile

Funding Priority

Funding Line

Internal Buyer Funding Line
Funding Profile Inference
Budget

Created Documents

ADOA - GAO 7/01/2021

Department Major Program

100 100MP 100

From 1 to 2 Tofal: 2

General Information EEIIITE TR GG ES

Reimb Eligible: | |

Reimb Status: | Allowed for Reimburzement v
Overflow Exclusion: ||

CMIA Interest: ||
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Enter information in the Reimbursement Options tab of the ineligible Funding Profile.

1. Click Reimbursement Options tab
2. Uncheck the Reimb Eligible check box
3. Click Save

Create one Funding Priority for the Ineligible Funding Profile

Welcome, Training 1 Procurg

View All 1 of 1 | i Document validated successfully

——
Cost Accounting Setup{CAS}| Dept: 100 1D: 201500000042 Ver.: 1 Function: New Phase: Draft |j

General Document Navigator [ i I_ H I Total L 1 _Funding Priorit Tot
Information Reader

_ Department Major Program Fu
MMajor Program
Tab ferrreg

Program
From 1 to 1 Total: 1
Program Phase

Program Period

Funding Profile
. — LU IEIINGL GG Feimbursement Options
Funding Priority

Funding Line Department:
Internal Buyer Funding Line Major Program:
Funding Prefile Inference Funding Profile:
Budget Funding Priority: 10

Created Documents Advance Construction:

Document Navigator, click Funding Priority
Click Insert New Line

Click General Information tab

el N

Funding Priority field, enter 10
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Reimbursement

Options Tab

Welcome, Training 1

Procurement Budgeting Accous

View All 1 of 1 | @ Document validated successiully

Cost Accounting Setup{CAS}| Dept: 100 ID: 201500000042 WVer.: 1 Function: New Phase: Draft |j

Document Navigator
Header

Major Program
Program

Program Phase
Program Period

Funding Profile

] Funding Priority Total Li Funding Priority: 10_Total Fund Li

Department
100 100MP

Major Program Funding Profile
T00INEL 10

From 1 to 1 Tofal: 1

Funding Priority

Funding Line

Internal Buyer Funding Line
Funding Profile Inference
Budget

Created Documents

General Information

Reimbursement Options

Reimb Status: | Ajlowed for Reimbursement v

Overflow Priority:
Reimb Eligible:

Overflow Exclusion:

Total Fund Line %: 0.00%

1. Click Reimbursement Options tab

2. Reimb Status drop down list, select Allowed for Reimbursement

3. Click Save

Create one Funding Line for the Ineligible Funding Profile

Reimbursement

Options Tab

‘Welcome, Training 1
View All 1 of 1| @ Document validated

Procurement | Budgeting | Accounts Receivable | Accounts Payable

ly

Cost Accounting Selup(CAS)l Dept: 100 ID: 201500000042 Ver: 1  Function: New Phase: Draft ‘ -

Document Navigator X

Header

Maijor Program

Program

Program Phase
Program Period

Funding Profile

Funding Priority
Funding Line

Internal Buyer Funding Line
Funding Profile Inference
Budget

Created Documents

From 1 to 1 Total: 1

Department Major Program _Funding Profile Funding Priority Funding Line Federal Appropriation No _ Other Funding Source ID Reimb % Tof Buyer Line % CMIA Methe
100 100MP 100INEL 10 100.00%  0.00%

Show Lines:| 10 ¥ | Go to fin

General Information IRCTULITENENIEIWEN Reimbursement | Froni-End Split | Funding Identification

Unit: Reimb Status: | Allowed for Reimbursement ¥
Customer ID: & Reimb %: | 100.00%

Customer Name: Max Reimb Amt: | 50.00

Internal Customer: Split Type: Front End Spiit (FES)

Customer Type: CMIA Method: v

Billing Profile: & Reimb Eligible:

Billing Profile Type: Fiscal Year: 2015

Reimb Output Type: | None M Tot Buyer Line %: 0.00%
Reimb Frequency: | none v Bank Account Code: |
Match Type: v

Only the Reimbursement Options component must be completed for ineligible Funding Profiles.

LA

Click Insert New Line

&AFIS - internal Use Only

Document Navigator, click Funding Line

Click Reimbursement Options tab
Reimb Output Type drop down list, select None

Reimb Frequency drop down list, select None
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6. Reimb Status drop down list, select Allowed for Reimbursement

7. Reimb % field, enter 100

8. Click Save

Document Navigator (£5] - - — S Raimb %: 100,00
Header
o = Department Major Program Funding Profile Funding Priority Funding Line Federal Appropriation No Other Funding Source ID Reimb
ajor Program
L e 100 100MP 10 100.00
Program
From 1to 1 Total: 1
: Program Phase
Front-End Split
Program Period
Tab Funding Profile
Funding Priority General Information | Reimbursement Options || Reimbursement (R as LRo cd | Funding Identification
Funding Line n
(v Fund: | 1000 £| Reporting: £|
Internal Buyer Funding Line - -
Sub Fund: | Sub Reporting: |
Funding Profils Infarence . .
Budget Unit: & Dept Object: &
Created Documents Sub Unit: & Task: &
Appr Unit: £| Sub Task: £|
Function: £| Debt ID: @
Sub Function: 4 Use FIFO for Posting Line
— BFY:

Complete the Front-End Split tab for the State Funding Line, by selecting the Front-End Split tab.

1. Fund field, select 1000

*The remaining fields are optional based on Department procedures.

Click Save and Validate button to check for errors. If any errors exist, correct the errors and click the
Validate button again. If the validation is successful, the following message displays in the upper left
corner of the screen: Document validated successfully.
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[Z4 Insert Copied Ling Ed Edit with Grid

B save | £ Undo | | [Z4 Inzeri New Line

[ Copy | [s Discard |

Validate | | E3 Submit |

In the

Document

Navigator, click 1. Program field enter the program that was created earlier
Funding Profile XXXPROGRAM

Inference

2. Funding Profile enter the Funding Profile XXX, where XXX represents
Click Insert the department
New Line 3.
(Leave the
default FPI5 in
the Funding
Profile 5.
Inference field

and click save.)

Reimb Eligible dropdown menu select Eligible
4, Click Save

Funding Profile Inference grid click the Copy Line icon (shown in image
above)

Click Insert New Line (locate on the menu bar on the bottom of the window)
1. Change the Funding Profile on the new line to XXXINEL

2. Reimb Eligible, select Ineligible from the dropdown menu

3. Click Save

Welcome, Training 1
ievr Al 1 of 1 | @ Document validated successfully

Procurement | Budgeling | Accounis Receivable | Accounts Payable

Cost Accounting Setup(CAS)‘ Dept: 100  ID: 201500000042 Ver.: 1 Function: New Phase: Draft ‘j

Document Navigator X
Header
peE R — Funding Profile Inference Department Major Program Program Phase Program Period Funding Profile Reimb Eligible

FPIS 100 100MP 100PROGRAM 100 Eligible i
Broomn FPIS 100 100MP 100PROGRAM 100INEL Ineligible [
Program Phase

From 110 2 Total: 2

Show Lines:| 10 ¥ || Export fo GSV
Program Period e

Funding Profile

Funding Priority

Funding Line

TErEl T ST e Funding Profile Inference: | Fpis v Phase: @)
Funding Profile Inference Department: 100 Program Period: 2
Budget Major Program: 100MP Task: |

Created Documents Program: | 100PROGRAM &

Fiscal Year: &

Funding Profile: | {00INEL &

Object: &
Reimb Eligible: | ineigibls ¥

ig Activity: &
Location: &
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Create a Reimbursement Budget for the Eligible Funding Profile for the
Access and Visitation Grant

Budget

Reimbursement

Budget for

Eligible Funding

Profile

W W N o U R W N

Document Navigator
Header

Major Program

Program

Program Phase

Program Period

Funding Profile

Funding Priority

Funding Line

Internal Buyer Funding Line
Funding Profile Inference
Budget

Created Documenis

Click Insert New Line

)

BGPDR
From 1 to 1 Total: 1

Budget Doc Code Department  Major Program  Program Program Period  Phase Funding Profile Funding Priority [

Show Lir

Budget Doc Code:
Event Type:
Name:

Start Date:

End Date:

Dollar Amount:

BGPDR

BG22

100 Grant

100000

Fiscal Year:
Period:

Department:
Major Program:

Program:
Program Period:
Phase:

Funding Profile:
Funding Priority:

FHWA Improvement Type:

100PROGRAM
10015 ||
&

Dollar Amount field, enter 100,000

In the Document Navigator, click Budget

Budget Doc Code pick list, select BGPDR

Event Type pick list, select BG22 (Award Reimbursable Budget)

Name field, enter XXX Grant where XXX represents the department

entered it in the Funding Profile component of the CAS document.

10. Funding Priority field, enter 10

Program field, enter Program code that you created in this activity XXXPROGRAM

Funding Profile field, enter XXX where XXX represents the department, exactly as you

Create a Reimbursement Budget for Ineligible Funding Profile for the
Access and Visitation Grant

&AFIS - internal Use Only
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Program Period field, enter the Program Period code that you created in this activity XXX15
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Click Insert New

Line | B save | | ) Undo | || [E4 Insert New Line ‘ [&l4 Insert Copied Line | | F4 Edit with Grid |

[ copy | |[A validate || E§ Submit| | [§ Discard |

1. Dollar Amount field, enter 12,000

2. Inthe Funding Profile field, enter XXXINEL where XXX represents the
department, exactly as you entered it in the Funding Profile component of
the CAS document.

3. Click Save

Create a Program Expense Budget for the AZ Access and Visitation Grant
Budget

| Budget  ToLines:2 BuigetDocCode: EGPDR Program: 100PROGRAM FundingPromle: OOWEL =
Program o voccase _oepunens | rogm __euoanm | _pugnmeuios P _runangrone _runanarrony oot mens
BGPOR 100 100mp 100PROGRAM 10015 100 10 510000000 BB
Expense Budget 8GPOR 100 1001 100PROGRAM 10015 100NEL o 51200000 By
e Sho ines 10 [ ExpatioGsv.
Funding Line

Intemal Buyer Funding Line Budget Doc Code: |EGPDR & Fiscal Year:

Fundng Pose e EventType: [eaz2 @) rerod:
Eudast, Name: [100 Grant C T T
Cresed Documents ; .
rtoa: Melor Program: 1001P

rogeams [1ogprooran |4
End Date: J

Program Period: &

Dotlar Amount: [$12.600.00 o s (8]

2]

: [roomer )
ing Priory: [10

FHWA Improvemen! it Type: g

Click Insert New Line

Budget Doc Code pick list, select BGPDE (Budget Structure 38)

Event Type field, enter BGO1 (Adopt an Expense Budget)

Name field, enter XXX Grant where XXX represents the department

Dollar Amount field, enter 112,000

Program field, enter the Program code that you created in this activity XXXPROGRAM

Program Period field, enter the Program Period code that you created in this activity XXX15

Click Save

O N o v A~ W N
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Document Navigator X

| Header

. Budget Doc Code  Department  Major Program Program Program Period Phase Funding Profile = Funding Priority =~ Dollar Amount
EIR e BGPDR 100 100MP 100PROGRAM 10015 100 10 $100,000.00 i}
Program BGPOR 100 100MP 100PROGRAM 10015 100INEL 10 §12.000.00 i}
Program Phase BGPDE 100 100MP 100PROGRAM 10015 $112,000.00 i}

Program Period From 1 to 3 Total: 3 Show Lines: 10 ¥ | Exportto CSV

Funding Profile

Funding Priority

Funding Line n
Internal Buyer Funding Line Budget Doc Code: | BGPDE ﬁ‘ Fiscal Year:
Funding Profile Inference T a0t £| periog:
z:‘:j: Documents Name: | 100 Grant Department: 100
Start Date: B Major Program: 100MP
End Date: 5 Program: {00PROGRAM 2|

Program Period: 15 4
Dollar Amount: | $112,000.00 0 10 k]|
Phase: &

Funding Profile: 4|

Funding Priority:

FHWA Improvement Type: 4\

—-

1. Click the Validate button to check for errors. If any errors exist, correct the errors and click
the Validate button again. If the validation is successful, the following message displays in the
upper left corner of the screen: Document validated successfully.

2. Click the Submit button to submit the document for approval after all errors are resolved. If
the submission is successful, the following message displays in the upper left corner:
Document submitted successfully.

3. Click Close

4. Click Home on the Primary Navigation Panel to return to the Home Page
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Researching Cost Accounting Documents

This topic reviews the tables that are updated by both Cost Accounting Setup and Modification
documents, the created budget document(s), Funding Profile Inference and budget status of the new
cost structure.

Navigate to each of the reference tables in the cost structure to view the new records created from the
CAS. In addition, two budget documents have been generated. View the budget documents by
navigating from the Created Documents component of the CAS document to the new budget
documents. Finally, navigate to a budget inquiry page to view the budget status of the new grant.

When submitted to Final Phase, the CAS/CAM document updates all of the reference tables represented
by the CAS/CAM document components (Major Program, Program, Program Phase, etc.).

1. Inthe Jump to field, enter MJPRG
2. Click Go. The MJPRG table is displayed
3. Click Search. A search window is displayed
Major Program field, enter XXX where XXX represents the department
4. Click Ok

= Review the data populated on PROG from the CAS document

1. Jump to field, enter PROG
2. Click Go. The PROG table is displayed
3. Click Search. A search window is displayed
Program field, enter XXXPROGRAM where XXX represent the department
4. Click Ok. Your new Program record is displayed.

= Review the data populated on PROG from the CAS document

Jump to field, enter PPC
Click Go. The PPC page is displayed
Click Search. A search window is displayed

Program Period field, enter XXX15 where XXX represent the department

vk LN e

Click Ok. Your new Program Period record is displayed.

= Review the data populated on PPC from the CAS document
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Search for and view your Funding Profile(s) records

LA

Jump to field, enter FPRFLST

Click Go. The Funding Profile Select page is displayed

Funding Profile field, enter XXX where XXX represent the department

Click Browse. Your new eligible Funding Profile record is displayed in the grid
Click View Funding Profile link. The Funding Profile Summary is displayed

= Review the data populated on the Funding Profile Summary from the CAS document

On the Secondary Navigation Panel, click Funding Priority

1.
2.
3.
4.
5.

Click the Reimbursement Options component to expand it

View the data populated on the Funding Priority from the CAS document

On the Secondary Navigation Panel, click Funding Line

View the data populated on the two Funding Lines created from the CAS document

Click Funding Line 2 in the grid to select it

On the Secondary Navigation Panel, click Close to close the Funding Profile record

1.
2.
3.

Funding Profile field, enter XXXINEL where XXX represent the department

Click Browse. Your new ineligible Funding Profile record is displayed in the grid

Click View Funding Profile link. The Funding Profile Summary is displayed; View the various
components and fields entered for the ineligible Funding Profile

To return to the Home Page, click Home in the Primary Navigation Panel
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Navigate to the BGPDE budget document

Note: For this scenario, the budget documents will be submitted to Final. In a production
environment, budget documents will require departmental approval.

View the BGPDE Budget Document [

Scenario
View the BGPDE budget line, then click Close on the BGPDE and CAS documents and return to the
Home Page.

Welcome, Training 1 Procurement Budgeting Accounts Receivable Accounts Payable

Cost Accounting Setup{CAS) | Dept: 100 ID: 201500000042 Ver: 1 Function: New Phase: Final E|

Document Navigator [

Header

N Document Phase Status Created Date
Maior Program

BGPDE 100.201500000016,1 Final Submitied 08/062019
Program ey Ar R NS Final Submitied 08/06/2019
ez FiE From 1 to 2 Total: 2 Show Lines:| 10 ¥ || Export to GV

Program Period

Funding Profile

Funding Priority

Funding Line

Internal Buyer Funding Line
Funding Profile Inference
Budget

Created Documents

[ Edit] [ Copy | | (% Copy Forward | | [ Discard | 2 View POF | | @ Print | | Processing~ || worktow= | | File || £3 Close |

Once you navigate back to the CAS document:
1. Click Created Documents
2. Click the BGPDE Document link to navigate to the BGPDE document

Note: that there are many informational messages regarding Budget Line Controls. No action
to address these messages is needed.

In the Document Navigator, click the Major Program Budget component to view the single budget line
at this summary level.

Document Navigator, click the Program Budget component to view the single budget line at this
summary level.

Click the Program Period Budget component to view the single budget line at this summary level

Click Close on the BGPDE document. The CAS document is displayed
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Navigation on your own

Navigate to BQ38LV1 to view the budget lines created by the BGPDE document, then return to the Home
Page.
Jump to field, enter BQ38LV1

Click Go. The BQ38LV1 page is displayed
Click Search. A search window is displayed

1
2
3
4. Department field, enter XXX where XXX represents the department
5. Click Ok. Your new program budget line is displayed in the grid

6

Click Budgeted Amounts component to expand it

Click Home on the Primary Navigation Panel to return to the Home Page.

Navigate to BQ39LV1 to view the budget lines created by the BGPDR document.
1. IntheJump to field, enter BQ39LV1

2. Click Go. The BQ39LV1 page is displayed
3. Click Search. A search window is displayed
4

In the Program Period field, XXX15 where XXX represents the department

5. Click Ok. Two new budget lines are displayed in the grid: one for the eligible Funding Profile
and one for the ineligible Funding Profile.
6. Click Budgeted Amounts component to expand it

In the grid, select the second budget line

View the budget information for the second Funding Profile
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Upon the finalization of a document, one or more records are created on the Cost Accounting Document
History (CADHIST) page with the following information from the document: Department, Major
Program, Program, CAS document identifiers (Document Code, Document Department, and Document
ID, and the User ID of the user who created the document.) From the Cost Accounting Document History
table, you can locate any Cost Accounting document that has affected the Major Program or Program
table by searching for the corresponding code. This is a new feature in AFIS.

View CADHIST Table

Scenario
A Cost Accounting Setup (CAS) document has been submitted to Final Phase and you need to locate

the document that created this new project.
1. Jump tofield, enter CADHIST and click Go

2. Enter in your Department and Major Program you created in the corresponding fields and
click browse.

Procurement Budgeting Accounts Receivable Accounts Payable

Welcome, Training 1
311-MA - Financial MA2

Cost Accounting Document History

Message Center

Search
2 Erowse Clear

History Department : 4 5p g Created : =
Favorites Major Program : g
Administration Program : g

Open Admin
Created Cost Accounting Document Department Major Program Program Created By User

-~ 073172019 CAS 100,201500000042 100 100MP 100PROGRAM training1
e i First Prev Next Last

Open Financials

Note: The CAS document you created in the previous exercise will appear.
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Cost Accounting Maintenance (CAM)

This lesson reviews the use of the CAM document. A CAM document is created to update existing
entries on Major Program reference tables and to create new entries on some Major Program
reference tables. Once A Major Program exists, the agency should always use CAM documents to
add/modify any information related to that project. Also those elements (MJPRG, PROG, PPC, FUND
PROF, etc. CANNOT be deleted in a CAM document.

When final approval has been applied, the CAM document updates the relevant Cost Accounting
structure and reference/inference tables within the cost structure.

The Cost Accounting Modification (CAM) document is the vehicle by which the setup established in
multiple Cost Accounting-related tables is updated by a single document. The purpose of this Document
Type is to facilitate a more efficient means of adding, modifying, or deleting cost structure elements.

The CAM document allows for the modification of records on the following pages:

=  Major Program (MJPRG)

=  Program Setup (PROG)

=  Program Period (PPC)

=  Program Phase (PHPRG)

=  Funding Profile (FPRFLST)

®  Funding Priority

=  Funding Line

= |nternal Buyer Funding Line (currently not utilized by the State)

=  Funding Profile Inference

Once submitted to Final Phase, the CAM document code does not allow any further modifications or
cancellations. If any modifications are subsequently needed, changes may be made through another
CAM document.

CAM Document Components

Documents in AFIS are made up of various components (sometimes referred to as ‘sections’). CAM
documents consist of the same 12 components as the CAS document. The components have the same
relationships to one another as described for the CAS document.

Similar to the CAS document, the associated reference tables are not updated with information from the
CAM document until it is submitted to Final Phase.
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Cost Accounting Modification

The Header component stores values that apply to all components of the CAM document. The General
Information tab contains descriptive fields and date information common to most document headers.

The tabs and fields available on the CAM document, Header component, are the same as those found on
the CAS document. Refer to CAS Document Components for information on the purpose of each field
and how to complete them.

Within this component, you can modify information related to a Major Program record. A Major
Program must be identified on each CAM document and only one Major Program may be entered on
each document. If you wish to modify multiple Major Programs, a separate CAM document must be
submitted for each Major Program.

The CAM document makes updates only to existing Major Programs and its hierarchy records, either by
modifying the existing attributes or by adding hierarchy records to the Major Program. A Major Program
cannot be created using a CAM Document. If the Major Program record does not exist on the Cost
Accounting setup tables it must be added by creating a CAS document.

General Information Tab

Select the Major Program record to be modified from the pick list, then click the Load Major Program
Details button to retrieve the data for that record from the MJPRG page and populate the associated
fields in the Major Program component of the CAM document. All fields on the Major Program
component of the CAM may be modified except the Split Type field. If the Split Type must be updated,
this must be requested through GAO.

In addition, if Program Period records for the Major Program will be needed for updates.

All existing Program Period records for that Major Program will be loaded into the Program Period
component of the CAM document.

The Load Program Period Details button should only be pressed one time, if the Program Period needs
to be loaded into the CAM. Pressing the Load Program Period Details button more than once will load all
of the PPC records once for each time the button is used, creating duplication PPC record lines. A CAM
doc will not validate if there duplicate PPCs.
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Welcome, Training 1 Procurement Budgeting Accounts Receivable Accounts Payable
View All 1 of 1 | Document validated successfully

Cost Accounting S:(up{CAS]‘ Dept: 100 ID: 201500000042 Ver.: 1 Function: New Phase: Drafi |j

Document Navigator  [X] o m - - =
Header
N Department Major Program Name Active Effective From Effective To Reimb Status
Major Program
100 100MP 100 STATE ACCESS AND VISITATION Yes Allowed for Reimbursement

Program
From 1o 1 Total: 1 Show Lines: | 10 ¥ || Export to GSV
Program Phase

Program Period

= List View

Funding Profile
ReGIG IO BN General Opfions | Rollups | Description/Contact | Highway Project | Overhead ﬂ

Funding Priarity

Funding Line * Department: 100 & Effective From: ||
Internal Buyer Funding Line

Instructor Effective To: iz
Funding Profile Inference * Major Program: | 100MP 3‘ Active: ¥
Budget
Auto Generate: Budgeting: ¥
Created Documenis
Prefix: Reimb Status: | Aliowed for Reimbursement ¥
* Name: 100 STATE ACCESS AND V Reimb Exclusion:

* Short Name: 100 ACC AND VIS

H Save‘ 1 Undol B4 Edit wnn@.m|

[ copy | vaiidate | [ £ submit| [ Discard | view FF | [ @ Print | | Processing= | | workiow= | [ Filex | [ I3 Giose |

The tabs and fields available on the CAM document, Major Program component, are the same as those
found on the CAS document. Refer to Topic CAS Document Components for information on the purpose
of each field and how to complete them.

Within the CAM document, each Program line is a child record of the Major Program line. Multiple lines
are allowed.

In the Program component of the CAM, you may either add new Program records, or modify existing
Program records. The Line Type field is used to identify which type of action you are entering.

If you are entering data for a new Program, click the Insert New Line button, then from the Line Type
drop down list select Add. Then, the remaining tabs and fields in this component are completed in the
same manner as the Program component on a CAS document.

WAFIS Jump tof cAM 2 [ co| | @B Home P Personalize ) Accessivilty [g AppHelp . Apout | [
Welcome, Instructor 2 Procurement Budgeting Accounts Receivable Accounts Payable

Cost Accounting Modification(CAM)  Dept: 100 ID: TESTING Ver.: 1 Function: New Phase: Draft

Document Navigator  [X)

Header

Miator Line Type Department Program Name Major Program Active Effective From Effective To Billing Agresment Date Reimb Eligible
ajor Program
Add 100 100PROGRAM 100MP Yes 01/15/2020 Yes B w
Program
From 1 to 1 Total: 1 Show Lines:| 10 v || Export to GSV
Program Phase

Program Period

= List View

Funding Profile
g [P Goneral Options | Rollups | Description/Contact | Highway Project | Fixed Asset Information | Program Dates
Funding Priority

Funding Line Line Type: |Add v Effective From: [
Internal Buyer Funding Line Department: 100 Effective To: (]
Funding Proflle Inference * Program: | 100PROGRAM kAl Billing Agreement Date: 01/15/2020 B
Budget Auto Generate: Active: ¥

If you are modifying data for an existing Program, click the Insert New Line button, then from the Line
Type drop down list select Modify. Then, select the Program to be modified from the Program pick list
(only Programs associated with the Major Program selected on the CAM will be presented on the pick
list), then click the Load Program Details button to retrieve the Program data from the PROG table and
populate the associated fields in the Program component of the CAM document. All fields in the
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Program component of the CAM, except the Department and Major Program fields, may then be
modified.

The tabs and fields available on the CAM document, Program component, are the same as those found
on the CAS document. Refer to CAS Document Components for information on the purpose of each field
and how to complete them.

Welcome, Training 1 Procurement | Budgefing | Accounts Receivable | Accounts Payable
View All 1 of 1| @ Document validated successfully

Cost Accounting Setup(CAS) | Dept: 100 ID: 201500000042 Ver.:. 1 Function: New Phase: Draft -

Document Navigator 3] — . =
Program LR L2 SR =]
Header
Major Program Department  Program Name Major Program  Active Effective From Effective To Billing Agreement Date  Reimb Eligible
100 STATE ACCESS AND VISITATION B
Program 100 100PROGRAM PROGRAM 100MP Yes 08/01/2015 Yes i}
Program Phase From 1 to 1 Total: 1 Show Lines: | 10 ¥ || Export to CSV
Program Period
Funding Profile = List View
Funding Priority [eLIEIRNIGIEIM General Options | Rollups | Description/Contact | Highway Project | Fixed Asset Informafion | Program Dates ﬂ
Funding Line
g Department: 100 Effective From: 0=
Intemnal Buyer Funding Line .
Program: | 100PROGRAM & Effective To: =
Funding Profile Inference
Budget Auto Generate: Billing Agreement Date: 06/01/2015 B
Created Documents Evetic Active: ¥
* Name: | 100 STATE AGGESS AND V' Budgeting: ¥
* Short Name: | 100 ACC AND VIS Reimb Status: | allowed for Reimbursement ¥
Major Program: 100MP Reimb Eligible: ¥
Sub Account: Reclass Exclusion:
Site Location: Final Bill:
Program Status: 3\
F save | 3 Undo | [S4 Insert New Line | [Ra Insert Copied Line | | 4 Edit with Grig
[ Gopy | vaiidate | [ £ Suomit| |k Discard | am View POF | [ & Print | | Pracessing | | workfow | | Filex | | E§ Close |

If there are multiple Programs that must be updated for the Major Program, you must select and load
each Program record that is being updated. There is not an option to load all children Program records
for a single Major Program.

Within the CAM document, each Program Phase line is a child record of the Program line; therefore, the
appropriate Program record must first be entered in the Program component before a Program Phase
record can be added or modified in the Program Phase component. Multiple lines are allowed.

General Information

Similar to the Program component, the Line Type field is used to identify whether you are adding or
modifying a Program Phase record. If you are entering data for a new Program Phase, click the Insert
New Line button, then from the Line Type drop down list, select Add. Then, the remaining tabs and
fields in this component are completed in the same manner as the Program Phase component on a CAS
document.

If you are modifying data for an existing Program Phase, click the Insert New Line button, then from the
Line Type drop down list select Modify.

Then, select the existing Phase from the Phase pick list (only Program Phase records associated with the
Program you selected on the CAM will be presented on the pick list), then click the Load Program Phase
Details button to retrieve the Program Phase data from the PHPRG table and populate associated fields
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in the Program Phase component of the CAM document. All fields in the Program Phase component of
the CAM, except the Department and Program fields, may then be modified. The tabs and fields
available on the CAM document, Program Phase component, are the same as those found on the CAS
document. Refer to CAS Document Components for information on the purpose of each field and how
to complete them.

Procurement | Budgeling | Accounts Receivable | Accounts Payable

jept: 100 ID: 201500000004 Ver: 1 Function: New Phase: Draft j

Header
e S Line Type Department Phase Phase Short Name Program Program Short Name Billing Agreement Date Active Reimb Eligible Reimb Status
Program From 0 to 0 Total: 0 Show Lines: | 10 ¥ || Export to G5V
Program Phase

= List View
Program Period
Funding Prafile [EENRI RN Description/Contact | Highway Project | Fied Asset Information <

Funding Priority
Funding Line

Line Type: Add ¥

Effective From Date:

Effective To Date:

Department:
Interal Buyer Funding Line

Phase:

L
a@a

Billing Agreement Date:
Funding Profile Inference

Budget

Created Documents

Reimb Eligible:

Reimb Status:

Program Status: &

If there are multiple Program Phase records that must be updated for the Program, you must select and
load each Program Phase record that is being updated. There is not an option to load all children
Program Phase records for a single Program.

Within the CAM document, each Program Period line is a child record of the Major Program line and
multiple lines are allowed.

General Information
Similar to the Program component, the Line Type field is used to identify whether you are adding or
modifying a Program Period record.

If you are entering data for a new Program Period, click the Insert New Line button, then from the Line
Type drop down list, select Add. Then, the remaining tabs and fields in this component are completed in
the same manner as the Program Period component on a CAS document.

Since the Inference From and Inference To dates on each PPC record for a Major Program cannot
overlap, it is best practice to first load existing PPC records before adding a new record. This is done
from the Major Program component of the CAM document, as described earlier. Unlike other
components of the CAM, the Load Program Period button loads all existing PPC records for that Major
Program. It is not necessary to load each PPC individually. Using this method, you can ensure that dates
on the new PPC record do not overlap dates on existing PPC records. If the Inference From or Inference
To dates specified in the new record fall within the dates previously established in the PPC table, you
will receive an error.
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To modify an existing Program Period, follow these steps:
1. Onthe Major Program component, select the Major Program
2. Click Load Major Program Details

3. Click Load Program Period Details

‘ ﬁ Save | =% Undo | E& Edit with Grid | Load Major Pregram Details | Load Program Period Details |

o c:opy| B \.-'alidate| 7] 5uhmil| & Discald| o View PDF| = Plint| Processing™ | | Workilow~ | [ File~ | [ E3 Close|

Navigate to the Program Period component
The existing Program Period records are displayed
Identify the Program Period to be modified (the Line Type field is automatically set to Modify)

All fields except the Department, Program Period, and Major Program fields, may then be modified.

Welcome, Training 1 Procurement Budgeting Accounts Receivable Accounts Payable
Cost Accounting Modification(CAM)  Dept: 100 I1D: 201500000004 Ver: 1  Function: New Phase: Draft -

i Total Lines: 2, Program Periods ___ Line Ty )

Line Type Department Major Program Program Period Program Period Inf From Program Period InfTo  Reimb Status  Program Period Sequence

Document Navigator ]

Header

Major Program

E— Modity 100 100MP 10015 07/01/2014 06/30/2015 Alowed for i1 i
Program Phase alé?r\:g:lggmem T
Program Period From 1 to 2 Total: 2 Show Lines: | 10 ¥ || Exportto GSV
Funding Profile

Funding Priority = List View

Funding Line [N EIETRN AT BT General Options | Description/Contact || Funding Identification ﬂ

Internal Buyer Funding Line

Line Type: | pdg v Program Period Inf From: | 7/01/2015 sz
Funding Profile Inference
Budget Department: Program Period Inf To: | 6/30/2016 ]
T DTS Major Program: Active: ¥
Major Program Name: Budgeting: (¥
Program Period: | 10016
° Reimb Status: | Allowed for Reimbursement ¥

Program Period Name: | 100 Program Period 16

Short Name: | 100 PPC 16

Within the CAM document, each Funding Profile is directly related to the Major Program.

General Information
Similar to the previous components, the Line Type field is used to identify whether you are adding or
modifying a Funding Profile record.

If you are entering data for a new Funding Profile, click the Insert New Line button, then from the Line
Type drop down list, select Add. Then, the remaining tabs and fields in this component are completed in
the same manner as the Funding Profile component on a CAS document. The tabs and fields available on
the CAM document, Funding Profile component, are the same as those found on the CAS document.
Refer to CAS Document Components for information on the purpose of each field and how to complete
them.
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If you are modifying data, follow these steps:

1. Click Insert New Line
2. From the Line Type field, select Modify

3. From the Funding Profile pick list, select the Funding Profile to be modified (only Funding
Profile records associated with the Major Program you selected on the CAM will be

presented on the pick list).

Click the Load Funding Profile Details button to retrieve the Funding Profile data from the FPRFLST
table. All associated fields in the Funding Profile, Funding Profile, Funding Line, and Internal Buyer
Funding Line components will be populated in the respective component of the CAM document.

All fields in the Funding Profile component of the CAM, except the Department and Major Program
fields, may then be modified.

%AF'S Jump tof CAM [ co| @Brome P Personalize Q) Accessiviity [gJ AppHelp ¢ About (5]
Welcome, Instructor 2 Procurement Budgeting Accounts Receivable Accounis Payable
Cost Accounting Modification(CAM) Dept: 100 ID: TESTING Ver. 1 Function: New Phase: Draft j
DocumentNavigator (X Funding Profi Total Lines: 1 Funding Profile: 100 Line Type: Modil
Header
Line Type Department Major Program Funding Profile Funding Profile Name
Major Program -
Modify 100 100MP 100 100 access and visitation ]

Program

From 1 to 1 Total 1 Show Lines:| 10 v
Program Phase
Program Period = Listviow
Funding Profile

g [eLLTIEMIGL UET Ll Reimbursement Options a
Funding Priority
Funding Line Line Type: | 1odity v Active: ¥
Internal Buyer Funding Line Department; 100 Budgeting: ¥
Funding Profile Inference: Major Program: 100MP Description:
Budget * Funding Profile: 100 &
Created Documents . 2
Funding Profile Name: 100 access and visitation
Safety:
Effective From: [}
Effective To: =
F sae ‘ %) Undo | [E« Insert New Line ‘ [24 Insert Copied Line EA Edit with Grid Load Funding Profile Details
(3 copy| [ vaioate | [E§ submi| [[g Discara] = view POF | [ & Prnt| [ Processing= | [ Woridow~ | | Fiiex | [ E3 Ciose

If there are multiple Funding Profile records that must be updated for the Major Program, you must
select and load each Funding Profile record that is being updated. There is not an option to load all
children Funding Profile records for a single Major Program.

Within the CAM document, each Funding Priority line is a child record of the Funding Profile line;
therefore, whether you are adding or modifying a Funding Priority, the Funding Profile component must
first be populated. Multiple lines are allowed.

General Information
The CAM Funding Priority component allows line types of Add and Modify.

If you are entering data for a new Funding Priority, click the Insert New Line button, then from the Line
Type drop down list, select Add. Then, this component is completed in the same manner as the Funding
Priority component on a CAS document.

There is no load value button available for the Funding Priority on the CAM document. If you wish to
modify an existing Funding Priority record, first select a Funding Profile record and then click the Load
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Funding Profile Details button. The Funding Priority attributes are loaded and you can modify all values
on the Funding Priority component except Department, Major Program, and Funding Profile.

Vvelcome, Training 1 Procurement | Budgeting  Accounts Receivable | Accounts Payable

Cost Accounting Modification(CAM) | Dept: 100 ID: TEST Ver: 1 Function: New Phase: Draft j
Document Navigator (3] =
==
Header
Major Program Line Type Department Major Program Funding Profile Funding Priority Total Fund Line %
Modify 100 100MP 100 10 100.00% i}

Program

From 110 1 Total 1 Show Lines: | 10 ¥ || Export to GSV
Program Phase
Program Period =

= List View

Funding Profile

fe= RN NGLUETIl Reimbursement Options
Funding Priority
Funding Line Line Type: | modify ™
Internal Buyer Funding Line Department: 100
Funding Profile Inference Major Brogram: 100MP
Budget Funding Profile: 100
Created Documents Funding Priority: | 10

Advance Construction:
F save | £} Undo | [24 Insert New Line | [E4 Insert Copied Line | E4 Edit with Grid
E] Cnpy‘ Valmaoe| 3] Suhmll‘ [3¢ Discar a‘ m View PDF‘ =] Pnntl Processing™ kallo\v" File~ | [EJ Close

Within the CAM document, each Funding Line is a child record of the Funding Priority line; therefore,
whether you are adding, modifying, or deleting a Funding Line, the Funding Priority component must
first be populated. Multiple lines are allowed.

General Information Tab
The CAM Funding Line component allows line types of Add or Modify.

If you are entering a data for a new Funding Line, click the Insert New Line button, then from the Line
Type drop down list, select Add. Then, this component is completed in the same manner as the Funding
Line component on a CAS document.

Like the Funding Priority component, there is no load value button available for the Funding Line on the
CAM document. If you wish to modify an existing Funding Line record, first select a Funding Profile
record and then click the Load Funding Profile Details button. The Funding Priority and Funding Line
attributes are loaded and you can modify most values on the Funding Line component.

The Funding Line component is one of the few components on the CAM document that allows deletion
of an existing record, using the line type of Delete. To delete a Funding Line, follow the steps to modify a
Funding Line, but change the Line Type from Modify to Delete.
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Welcome, Training 1

Procurement Budgeting Accounts Receivable Accounts Payable
View All 1 of 1| @9 Document submitted successiully

b Modified by fraimingl 06012015 ]
Cost Accounting Modmmnon(cnm| Dept: 100 ID: 201500000004 Ver.: 1 Function: New Phase: Final | -

Document Navigator [ = = = 00_ Line Type: Modit =

Header
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At
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Program Phase
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Show Lines:| 10 ¥ | Go tolin

Funding Profile D
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Funding Priority

Funding Line
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Budget Department: 100
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The Funding Profile Inference lines are not children records of any other document component, but the
Funding Profile Inference record must be associated with the Major Program identified on the CAM
document. Multiples lines are allowed.

The CAM Funding Profile Inference component allows line types of Add or Modify, but a Load Value
button is not available. You must enter the values manually to set the Cost Accounting Chart of Accounts
combination in the same manner as described for the CAS document.

Welcome, Training 1

Cost Accounting Modification(CAM) | Dept: 100 ID: TEST Ver: 1 Function: Mew Phase: Draft j

Procurement | Budgeling | Accounts Receivable

Accounts Payable

Document Navigator [

Header

T Line Type Funding Profile Inference Department Major Program Program Phase Program Period Funding Profile Reimb Eligible
Add FPIS 100 100MP 100PROGRAM 100

Program

Eligible i)
From 1o 1 Total; 1

Show Lines:| 10 ¥ || Exportto GSV.
Program Phase

Program Period

Funding Profile

Funding Priority

Funding Line Line Type: [agd v Phase: |
Intemal Buyer Funding Line Funding Profile Inference: | Fpis v Program Period: &
Funding Profile Inference

Department: 100 Task: 4|
Budget =
Major Program: 100MP X
Created Documents iscal rea &
Program: | 100PROGRAM a&| o |
ject: A
Funding Profile: | 190 & -
Activity: 4|
Reimb Eligible: | Eligible
9 Location: 2|

F save | %) Undo | [24 Insert New Line | [E4 Insert Copied Line | E4 Edit with Grid
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Entering a CAM

The Cost Accounting Modification (CAM) document is the method used by departments to modify
existing grant and project cost structures in a single document.

Creating a CAM Document

Scenario
Modify the cost structure you created previously by creating a CAM document to:

= Update the Billing Agreement Date field on your Program record
= Add a new Program Period for your Major Program

=  Modify the funding split (reimbursement percentages) on your Funding Lines for your
Program. From 50/50 split to 75/25 split

Login to the AFIS Home Page. The CAS document from the previous exercise has been submitted to Final
Phase.

Navigate to the Document Catalog to initiate a CAM document for the State Access and Visitation
Program, steps:

1. Onthe Secondary Navigation Panel, click Search
Click Document Catalog
Click Create to switch to Create mode

2

3

4. Inthe Code field, enter CAM

5. Inthe Dept field, enter your agency dept. code
6

In the Other Options component, check the Auto Numbering check box

When selecting Auto Numbering, the system will auto assign an ID number. Your agency may have a
specific naming convention you would use

7. Click Create. The CAM opens on Header component

&AFIS - internal Use Only ADOA - GAO 7/01/2021  Participant Guide: Cost Accounting 92



General
Information
Tab

Complete the
Header
component of
the CAM, by
selecting the
Header.

Welcome, Training 1

Cost Accounting Modification(CAM)  Dept: 100 ID: 201

Document Navigator
Header

Major Program

Program

Program Phase

Program Period

Funding Profile

Funding Priority

Funding Line

Internal Buyer Funding Line
Funding Profile Inference
Budget

Created Documents

]

Procurement EBudgeting Accounts P

Accounis Receivable

Lel-h L RN DByl Extended Description | Document Information

Document Name: | 100 State Access and Visitation Program Submit Budget ¢
y Document(s):
Record Date:
Fiscal Year:
Period:
Document Description: | 100 Modifications to State Access and
Visitation Program Y

1. Inthe Document Name field, enter XXX State Access and Visitation
Program where XXX represents the department

The Fiscal Year and Period fields will be auto populated when you validate or submit the CAM

document.

In the Document Description field, enter XXX Modifications to State Access and Visitation Program
where XXX represents the department
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General
Information Tab

Complete the
General
Information tab
in the Major
Program
component of
the CAM to
identify the
Major Program
to be updated,
then update
fields in the
Overhead tab,
steps:

General
Information
Tab

Update the
Billing
Agreement
Date field in
your existing
Program
record, steps:

Welcome, Training 1 Procurement | Budgeling | Accounis Receivable | Accounts Payable
Cost Accounting Modification(CAM) | Dept: 100 1D: 201500000004 Ver:: 1 Function: New Phase: Drfl || =] ini

: -

Document Navigator B

Header
- Department Major Program Name Active  Effective From Effective To Reimb Status
Major Program
. 100 100MP 100 State Access and Visitation Program Yes Allowed for Reimbursem
rogram
From 1to 1 Total: 1 Show Lines: | 10 7

Program Phase

Program Period

Funding Profile
[eEN IR L ELGL I General Options | Rollups | Description/Contact | Highway Project | Overhead
Funding Priority
Funding Line * Department: | 100 3| Effective From:

H@ a

Intemnal Buyer Funding Line

Instructer Effective To:
Risdng|Bciibllpiecace * Major Program: | 100MP & Active: ¥
Budget i
Name: | 100 State Access and Visitati Budgeting: ¥
Created Documents
Short Name: | 100 Acc and Vis Reimb Status: | Allowed for Reimbursement ¥

Reimb Exclusion:

Pl Save | 15 Undo| [ EA Edit with Grid | Load Major Program Details | [fLoad

1. Onthe Document Navigator, click Major Program
2. In Department field, enter your agency dept. code

3. Inthe Major Program field, enter the Major Program code created in the
CAS document previously (XXXMP where XXX represents the
department).

4. Click Load Major Program Details

Notice the fields in the Major Program component are populated with data from
MJPRG reference table.

Procurement

‘Welcome, Training 1 Budgeting
Cost Accounting Modification(CAM) | Dept: 100 ID: 201500000004 Ver.: 1 Function: New Phase: Draft j

. - :

Line Type Department Program Name Major Program  Active Effective From  Effective To  Billing Agreement Date ~ Reimk

Accounts Receivable

Accounts Payable

Document Navigator (%]

Header

Major Program

Yes Yes
Program

From 1o 1 Total: 1 Show Lines
Program Phase

Program Period

Funding Profile

LelL L RGBT General Opfions | Rollups | Description/Contact | Highway Project | Fixed Asset Information | Program Dates
Funding Priority

Funding Line Line Type: | Modify ¥ Effective From:
Intemal Buyer Funding Line Department: Effective To:
Funding Profile inference * Program: & Billing Agreement Date:
Budget
Auto Generate: Active: ¥/

Created Documents

Prefix: Budgeting: ¥

Name: Reimb Status: | Allowed for Reimbursement M
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On the Document Navigator, click Program

Click Insert New Line

From the Line Type drop down list, select Modify

From the Program pick list, select the Program code you noted earlier

Click Save *(this is important)

o v ok w N e

Click Load Program Details

= Notice the fields in the Program component are populated with data from PROG.

Welcome, Training 1 Procurement | Budgefing | Accounts Receivable | Accounts Payable
Wiew All 1 of 1| @ Document validated successfully
Cost Ml" Dept: 100 1D: Ver: 1 Function: New Phase: Drafl |j
G / Document Navigator (]| - .
enera == emmee——
. R Line Type Department  Program Name Major Program _ Active Effective From Effective To Billing Agreement Date = Reimb Eligible
/nformat[on _— 100 STATE ACCESS
Program Modify 100 100PROGRAM AND VISITATION 100MP Yes 05/152015 Yes @
PR
Program Phase
a From 1 101 Totak: 1 Show Lines:| 10 ¥ | | Export fo CSV
Program Period
Funding Profile =
Funding Priority " N .
(SRR NIl General Options | Rollups | Description/Contact | Highway Project | Fixed Asset Information | Program Dates y |
Funding Line
Internal Buyer Funding Line Line Type: | Modify ¥ ETECtVERIom:
Funding Profile Inference 5 Effective To: =
Department: 100 & EH
e * Program: | 100PROGRAM x| I Billing Agreement Date: | 05/15/2015
Created Documents
Auto Generate: Active: ¥
Prefix: Budgeting: ¥/
Name: | 100 STATE ACCESS AND VI Reimb Status: | Allowed for Reimbursement ¥
Short Name: | 100 ACC AND VIS Reimb Eligible: (¥
Major Program: 100MP Reclass Exclusion:
Sub Account: Final Bill:
site Location:
Program Status: &
Pl Save || 5 Undo | | (B« Insert Hew Line || (54 Insert Gopied Line | | E4 Editwith Grid I Load Program Defas |
[ Copy | Validate | | £ Submit| | [% Discard | = View POF | [ @) Print | | Processing~ | | Workfiow | | File | | 3 Cese

1. Inthe Billing Agreement Date field, remove the date you had entered
previously, and change it to the 15th of the previous month 05/15/2015

2. Click Save
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General
Information
Tab

Create a new
Program
Period for your
Major
Program.

Welcome, Training 1

Procurement | Budgeting | Accounts Receivable | Accounts Payable

Cost
Document Navigator
Header

Major Program

Program

Program Phase

Program Period

Funding Profile

Funaing Priority

Funding Line

Infernal Buyer Funding Line
Funding Profiie Inference
Budget

Created Documents

X

AM) | Dept: 100 ID:

. Total Lings: 2_P per ine Type: )

Line Type Department

Modiy 100

From 110 2 Total: 2

Ver: 1 Function: New Phase: Draft | _~|

Major Program Program Period  Program Period Inf From Program Period InfTo Reimb Status Program Period Sequence

Allowed for
100MP 10015 07/01/2014 06/30/2015 e By @
Allowed for @

Reimbursement

Show Lines: | 10 ¥ || Export to GSV.
= List View

R e g Gl General Oplions | Description/Contact | Funding Identification

Line Type:
Department:

Major Program:

Masjor Program Name:
Program Period:
Program Period Name:

Short Name:

P Program Period Inf From: | 7/01/2015
Program Period Inf To: | 6/30/2016
Active: (¥
Budgeting: ¥/
10018

Reimb Status:  Allowed for Reimbursement ¥
100 Program Period 18

100 PPC 16

1. Onthe Document Navigator, click Program Period. Notice that the grid in
this component is empty.

2. Onthe Document Navigator, click Major Program

You need to return to the Major Program to click the Load Program

Period Details button

3. Click Load Program Period Details (shown in this image)

On the Document Navigator, click Program Period. Notice that the grid in this component is empty.
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Load Program
Period Details

‘Welcome, Training 1
Cost Accounting Modification(CAM)  Dept: 100

Document Navigator

1D: 201500000004 Ver: 1

Procurement | Budgeting

Function: New Phase: Draft j

Accounts Receivable

Accounts Payable

: -

Header
- Department  Major Program Name Active  Effective From  Effective To Reimb Status
Major Program
100 100MP 100 State Access and Visitation Program Yes Allowed for Reimbursem:
Program
From 1 to 1 Total: 1 Show Lines:| 10 1
Program Phase
Program Period
Funding Profile
Rer= G TRNO T  F il M General Opfions | Rollups || Descripion/Contact | Highway Project | Overhead
Funding Priority
Funding Line * Department: | 100 3| Effective From:
Infenal Buyer Funding Line oy Effective To:
Funding Profile Inference * Major Program: | 100MP &) Active: ¥
Budget B
Name: | 100 Siaie Access and Visilafi Budgeting: ¥
Created Documents
Short Name: | 100 Act and Vis Reimb Status:

Allowed for Reimbursement

Reimb Exclusion:

[=] Save‘ ) Undol

B4 Edit with Grid

View of the Load Program Period Details button.

| Pl save | 5 undo| | EA Editwith Grid |

Load Major Program Details

Load Major Program Delailsl Load Program Pericd Details | I

[ Copy| |B) Validate || £3 Suomit| |G Discard |

uia View POF | | @ Print | [ Processing | [ worktiow= | [ File | [ 3 clase |

1. Onthe Document Navigator, click Major Program

You need to return to the Major Program to click the Load Program Period Details
button; the option is not located on the Program Period component

2. Click Load Program Period Details (shown in this image)

General
Information
Tab

You must
return to
Program Period
to view the
results.

&AFIS - internal Use Only

Program Period

Welcome, Traint

AM) | Dept: 100

ID:

Header

Major Program

Program Modify 100 100MP

Program Phase

From 110 2 Total: 2

Funding Profile
Funding Priority

Funding Line General Information [eEEEI TN

Line Type Department Major Program Program Period Program Period Inf From Program Peri

Procurement

Budgeting
New Phase: Draft

Accounts Re

10015 07/01/2014 06/30/2015

Description/Contact | Funding Identification

ble | Accounts Payable

InfTo Reimb Status

Program Period Sequence
Allowed for

Reimbursement By @
Allowed for B
Reimbursement i)

Show Lines: | 10 ¥ || Exportto GSV.
= List View

Infernal Buyer Funding Line

Funding Profiie Inference Line Type: | add ¥
Budgst Department:
Greated Documents Major Program:
Msjor Program Name:
Program Period: | 10015

Program Period Name:

Short Name: | 100 PPC 15

Program Period Inf From:
Program Period Inf To:
Actives

Budgeting:

Reimb Status:

100 Program Period 16

0172015

6302016

e

e

Allowed for Reimbursement ¥
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On the Document Navigator, click Program Period. Notice the grid is populated with the Program Period
you created

1. Click Insert New Line

2. Line Type field, retain the default entry of Add

3. Program Period field, enter XXX16 where XXX represents the department

4. Program Period Name field, enter XXX Program Period 16 where XXX represents the
department

5. Short Name field, enter XXX PPC 16 where XXX represents the department

6. Program Period Inf From field, enter 07/01/2015, noting that this is the next sequential day
following the XXX15 Program Period Inf To date

7. Program Period Inf To field, enter 06/30/2016

8. Reimb Status field, retain the default entry of Allowed for Reimbursement

[ror—— Procurement | Budgefing | Accounts Receivable | Accounts Payable
Cost odification(CAM) | Dept: 100 ID: 201500000004 Ver: 1 Function: New Phase: Draft || ~|
Document Navigator (E3) E E . — - -
Header
G / P Line Type Department Major Program  Program Period Program Period Inf From Program Period Inf To  Reimb Status Program Period Sequence
enera Allowed for B
Brogram Modify 100 100MP 10015 07/01/2014 06/30/2015 e it W
; All
Options Tab Program Phase = ®
Program Period From 1to 2 Totak: 2 Show Lines:| 10 ¥ | | Export to CSV
Funding Profie
Funding Pricrity = List View
Funding Line [General Information [TOR NIl Description/Contact | Funding Identification
Intemal Buyer Funding Line
Line Type: | add ¥ Program Period Inf From: | 7/01/2015 =
Funding Profile Inference
Budget Department: Program Period Inf To: |6/30/2016 =
e e D e Major Program: Active: ¥/
Msjor Program Name: Budgeting: ¥
Program Period: | 10016
g 8 Reimb Status: | Allowed for Reimbursement
Program Period Name: | 100 Program Period 16
Short Name: | 100 PPC 15

Complete the General Options tab of the new Program Period component, steps:

Click General Options tab
Click the picklist next to Grant ID
Enter GRANTXXX in the Grant ID field, where XXX represents the department

El A

Click Browse and select the Grant ID
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Funding

Identification

Tab

Welcome, Training 1

‘Cost Accounting Modification(CAM) | Dept: 100 ID: 201500000004 Ver: 1 Function: New Phase: Draft j

Document Navigator
Header

Major Program
Program

Program Phase

Program Period

Funding Profile

Funding Priority

Funding Line

Intemnal Buyer Funding Line
Funding Profile Inference
Budget

Created Documents

]

Procurement | Budgeting | Accounis Receivable | Accounts Payable

Line Type Department Major Program Program Period Program Period Inf From Program Period Inf To  Reimb Status  Program Period Sequence

Allowed for
Modify 100 100MP 10015 07/01/2014 06/30/2015 Reimbursement 1
Allowed for
Add 100 100MP 10016 07/01/2015 06/30/2016 T rEaET]
From 1 fo 2 Total: 2 Show Lines:| 10 ¥ || Expo
General Information | General Options | Description/Contact |[IETENIIVRRENTGTETTY
Federal Catalog Agency: | pCAR 4| SEFA ID:

Federal Catalog Prefix: 93 SEFA Description:

Federal Catalog Suffix: 597 4

Federal Agency Name: DHHS Centers for Disease Control and Prevention Common Accounting No:
Federal Appropriation No: @&
e & External Account No:

Letter of Credit No:

Construction Budgeting
Authority No:

Federal Payment System:

Complete the Funding Identification tab of the new Program Period component, steps:

1. Click Funding Identification tab

Federal Catalog Agency pick list, select DCAP. The Federal Catalog Prefix field will be auto
populated based on this selection

2. Federal Catalog Suffix pick list, select 597

3. Leave the Federal Appropriation No field blank
4, Click Save

General
Information
Tab

‘Weicome, Training 1
Cost

Procurement | Budgeting Accounts Payable

Accounts Receivable

Document Navigator (x|

Header

Maior Program

Program

Program Phase

Program Petiod
Funding Profile
Funding Priority

Funding Line

Intemal Buyer Funding Line
Funding Profie Inference
Budget

Created Documents

AM) | Dept: 100 ID:

Ver: 1 Function: New Phase: Diafl || ~|

Line Type Major Program

Maodify 100 100MP 100

Funding Profile Funding Profils Name

100 access and visitation

By @
Show Lines: | 10 ¥ | | Export to CSV.

= List View

From 110 1 Total: 1

(e UL ELL ) Reimbursement Options

Line Type: | Modity ¥ Active: ¥
Department: 100 Budgsting: ¥
Major Program: 100MP Description:
* Funding Profile: | 100 &
4
Funding Profile Name: | 100 access and visitation
Safety:
Effective From:
Effective To:

i save | 5 undo | | B insertnew Line || [y Insert Gopiea Line | | 4 Edit witn Gris I Load Funcing Profic Detais |

[ Copy| | velidate || £ suomit| | Discard |

s View POF | | @ Print | | Processing™ | | workilow | | Fie™ | | E3 Close

Modify the Funding Lines for your eligible Funding Profile from a 50/50 split to a 75/25 split, steps:

L

&AFIS - internal Use Only

Document Navigator, click Funding Profile

Click Insert New Line

Line Type drop down list, select Modify

Funding Profile pick list, select XXX where XXX represents the department

Click Save due to the Load Funding Profile Details button is grayed out
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10. Click Load Funding Profile Details

= Notice the fields in the Funding Profile component populated with data from the
FPRFLST page.

‘Welcome, Training 1 Procurement Budgeting Accounts Receivable Accounts Payable
Cost Accounting Modification(CAM) Dept: 100 1D: 201500000004 Ver.: 1 Function: New Phase: Draft j

Header

N Line Type Department Major Program  Funding Prefile  Funding Priorif Funding Line Federal Appropriation No  Other Funding Source 1D Reim
Major Program
Program Maodify 100 100MP 100 10 1 75.00
Reimbursement | | progamphase todiy 100 1o0mp 100 10 z 25.00|

Options Tab

Document Navigator =

Frogram Period
Funding Profile
Funding Priority

Funding Line

Internal Buyer Funding Line

Funding Profile Inference Unit: Reimb Status: | Allowed for Reimbursement ¥

Budget Customer ID: & I Reimb %: | 25.00% I
Created Documents

Customer Name: Max Reimb Amt: |50.00

Internal Customer sSplit Type: Front End Split (FES)

Customer Type: CMIA Method: | None v
Billing Profile: | Reimb Eligible:
Billing Profile Type: Fiscal Year: 2015
Reimb Output Type: | None v Tot Buyer Line %: 0.00%
Reimb Frequency: | None v Bank Account Code: 4|

Match Type: v

On the Document Navigator, click Funding Line. Notice the two Funding Lines you created in the prior
activity are displayed in the grid. You will select each Funding line shown to update the percentages.

1. With Funding Line 1 highlighted in the grid, click the Reimbursement Options tab
In the Reimb % field, delete 50.00%

In the Reimb % field, enter 75

In Funding Line grid, select Funding Line 2

In the Reimb % field, delete 50.00%, or just type over

In the Reimb % field, enter 25

N o v ok~ w N

Click Save

Click the Validate button to check for errors. If any errors exist, correct the errors and click the Validate
button again. If the validation is successful, the following message displays in the upper left corner of
the screen: Document validated successfully.

Click the Submit button to submit the document for approval after all errors are resolved. If the
submission is successful, the following message displays in the upper left corner: Document submitted
successfully.

= Notice the Active check box. This is how you can close out the CAM, by unchecking

Click Close on the CAM document, and click Home on the Primary Navigation Panel to return to the
Home Page. You can research the documents next, using the CADHIST.
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Locate the CADHIST Table

1. Inthe Jump to field, enter CADHIST
2. Click Browse to see both the CAS and CAM documents

Expending Program Funds

This section will review:

= |dentify the Detail Accounting tab of an expenditure document as the location that Chart of
Accounts elements associated with Cost Accounting are entered in AFIS

= Create a General Accounting Expense (GAX) document to expend grant funds

= Review the impact of expenditures on the grant budget inquiry pages

= |dentify ways to prevent and correct data entry errors

You have established a grant in the cost structure, established a reimbursement and program budget for
the grant, and viewed the budget status of a grant using the budget inquiry pages. This lesson explains
how expenditures are associated with a grant or project in AFIS.

Recording a Non-Commodity Based Payment in AFIS

Most procurement transactions originate in the Arizona Procurement Portal (APP) and are interfaced to
AFIS, but some expenditures for services are processed for payment in AFIS. Both types of transactions
can be associated to a project or grant by populating the appropriate fields in the Detail Accounting tab,
on the Accounting line of the document. This lesson will focus on a non-commodity based payment
created in AFIS, but the concepts also apply to transactions that originate in APP.

Recording a non-commaodity based payment in AFIS consists of the following two steps:
1. Requesting payment for the service

2. Disbursing payment to the vendor for the service

Only the first step is addressed in this topic.

Once an initial transaction is established in AFIS, the Chart of Accounts elements are copied to the
subsequent documents in the business process without additional data entry. This is accomplished by
using the Copy Forward feature. For example, once a General Accounting Expense (GAX) document is
created in AFIS, the Chart of Accounts elements coded on the GAX document are copied forward to the
Automated or Manual Disbursement (AD or MD) document.

Associating a Financial Transaction with a Grant or Project
In the General Accounting course, you reviewed how to create and process documents. A document is
the method by which a financial transaction is recorded in AFIS.
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Within each financial document, there is an Accounting component, and within that Accounting
component there is at least one Accounting line. Each Accounting line contains a Fund Accounting tab
and a Detail Accounting tab used to identify the Chart of Accounts elements to be associated with that
financial transaction. It is on the Detail Accounting tab of financial documents that the Cost Accounting
Chart of Accounts elements are entered to associate the financial transaction with the appropriate
project or grant.

Welcome, Training 1 Procurement | Budgeling | Accounis Receivable | Accounts Payable
Jiew All 1 of 1 | b Document submitted successfully

General Accounting Expense(GAX)| Dept: 100 1D: 100 GAX Ver.: 1 Function: New Phase: Final |j

Document Navigator (X

Header

Accounting Line Line Amount Line Closed Amount Line Open Amount Referenced Line Amount Event Type

‘Vendor

TYeT 1 $10,000.00 50.00 $10,000.00 50.00 APO1
- From 110 1 Total: 1 Show Lines: | 10 ¥ | Go 1o line ﬂ M
= List View
General Information | Reference | Fund Accounting Service Dates | Additional Amounts
Location: & Reporting: | Major Program: 100MP
Sub Location: & Sub Reporting: & Program: 100PROGRAM &|
Activity: & Task: 100000 & Phase: |
Sub Activity: e Sub Task: 987654 & Program Period: 10015 &
Function: 1005205 4| Task Order: 2|
Sub Function: & /

Larger view of the inferred sections:

N

Maper Program:  10084P

Frogram: 100PROGRAM .ﬂ‘. /

Phase: g

—

Frogram Perod: 10015 2

Detail Accounting Tab
The Program field is the primary field used to associate an expenditure transaction with the grant or
project’s cost structure. The Major Program field is auto populated based on the Program.

For projects, the Phase is selected from the pick list to identify the project Phase the expenditure is
associated with.

For grants and projects, the Program Period will be inferred based on the date of record for the given
document, but can be manually adjusted. Fiscal Year, Budget Year, or any other time constraint does not
confine Program Periods, thus multiple Program Periods can be used concurrently to ensure payments
are posted to the appropriate period.

The Activity, Sub Activity, Location, Sub Location, Function, and Sub Function fields may be populated if
required by department procedure.
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Recording Funding Splits

Many times grant and project expenditures are funded by two or more sources. This is called a funding
split. A common scenario for a Federally-funded grant or project is a funding split that is 80% Federally-
funded with a 20% State Match. The details of the funding split are recorded on the Funding Profile
hierarchy, but the Funding Profile, Funding Priority(s), and Funding Line(s) are not entered on the
document Accounting line. Instead, they are inferred on the document’s Posting line, based upon the
entry made in the appropriate funding profile inference page.

When a GAX document that contains a Major Program code on the Detail Accounting tab is validated,
AFIS automatically evaluates the settings on the MJPRG record. If the Split Type is Front End Split, AFIS
searches the Funding Profile Inference pages for a Funding Profile to infer. Then, Posting lines are
generated to reflect the funding agreement details entered on the Funding Lines.

In the grant structure created by the CAS and CAM documents, the Arizona Access and Visitation
Program is funded by a 75/25 split between Federal and State funding. Therefore, for each Accounting
line on the GAX, two Posting lines are created: one Posting line for the 75% Federal funding, and one
Posting line for the 25% State funding.
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Create a General Accounting Expense document (GAX)

Create a GAX and View the Impact of Front End Split on Posting Lines

Scenario

Now that we have established the Cost accounting structure and corresponding budgets for our
federal grant we will create an expenditure document to post against the Cost Accounting elements
previously.

Create a GAX document to request payment a payment of $10,000 for professional services related
to the AZ Health Improvement Grant. Submit to Final Phase and view the Posting lines to view the
impact of the front end split and funding profile inference.

Login to the AFIS Home Page.

The Major Program, Program, Program Period, Funding Profile hierarchies, funding profile inferences,
and initial budget lines for the AZ Health Improvement Grant have been established.

Create a GAX document using the Document Catalog, steps:

On the Secondary Navigation Panel, click Search

Click Document Catalog

Click Create to switch to Create mode

In the Code field, enter GAX

In Dept field, enter your agency dept. code

In the ID field, enter XXX GAX where XXX represents the department

N oo v o~ w N e

Click Create. The GAX opens and the Header component is displayed.

When the GAX document is created, notice that the document is shown as: Ver: 1, Function: New,
Phase: Draft.

NAVIGATION TIPS

To navigate within a document, you can either click the component name at the bottom of the
document, or use the Document Navigator panel. In this training, you will use the Document
Navigator. If necessary, click the Open Document Navigator icon (small arrow on left side) to switch to
Document Navigator mode.}
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ﬂAFIs Jump to: 3\@ m Home ﬁ? Personalize

Welcome, Instructor 1 Procurement
Cost Accounting Setup(CAS) | Dept: 100 ID: 201500000042 Ver.: 1  Function: New Phase: Draft j

Budgeting Accounts Receivable Accounts Payable

Component

Document Navigator 4}

Header N
General Information ‘

Major Pregram

Document Name: Submit Budget Document(s):
Program
%
Program Phase
u Record Date: i)
Program Period
Fiscal Year:
Funding Profile
Funding Priority [FELLE
Funding Line Document Description: Set up Cost Accounting Structure for new
Federal Grant S
Internal Buyer Funding Line

Funding Profile Inference . . ]
Extended Description
Budget —

i BEaES Extended Description:

Document Information

Created By: training1

Created On: 08/09/2019

Modified By: instructor1

1. Onthe Header, in the Document Name field, enter XXX where XXX represents the
department

2. The Record Date, Fiscal Year, and Period fields will be auto populated when you validate or
submit the GAX document.

3. Inthe Document Description field, enter XXX where XXX represents the department

Note: The fields in the Header component are optional unless required by department
procedure.

‘Welcome, Training 1 Procurement = Budgeting  Accounts Receivable  Accounts Payable
Ganaral Accounting EXpensa(GAX) Dept 100 1D: 100 GAX Ver: 1 Function: Hew  Phase: Drst || <] ing1 061017

Document Navigator (%) | Header

Header

‘Vendor
Gene ra/ Vendor Line Vendor Customer Legal Name Line Amount

‘Accounting

3 ADAZZAAAA R s000 By @
. Post
/nfOfmC/t/O/’) e From 110 1 Total: 1 snow Lines:| 10 ¥ | Goto line: Go| | Exportio GSV.
TC/ b = List View
e Ll Disbursement Options | Discount Terms | Misc Vendor ACH Details z

Complete the Vendor component of the GAX document, by selecting Vendor from the Document
Navigator.

1. Click Insert New Line
2. Vendor Customer field, enter ADAZ2AAAA
3. Click Save

= Notice the fields in the Vendor component of the GAX document are auto
populated from the Vendor Customer (VCUST) page.

&AFIS - internal Use Only ADOA - GAO 7/01/2021  Participant Guide: Cost Accounting 105



Welcome, Training 1 Procurement | Budgeting | Accounts Receivable | Accounts Payable
General Accounting Expense{GAX) | Dept: 100 ID: 100 GAX Ver.: 1 Function: New Phase: Draft || | ini

Document Navigator (b3 A = - - - -

Header

P Accounting Line Line Amount Line Closed Amount Line Open Amount Referenced Line Amount EventTy

General R >

Accounting

Information Tab

From 1 to 1 Total: 1 Show Lines:| 10 ¥ | Go to line:

(LU BT GLUER Il Reference | Fund Accounting | Detail Accounting | Service Dates | Addiional Amounts

Event Type: @) Budget FY:
Accounting Template: 2| Fiscal Year:
Line Deseriptien: Betiod:
Bank: 2|
y
Vendor Invoice Number:
Line Amount: | 50.00
Vendor Invoice Line:
Line Closed Amount:
Line Closed Date: Vendor Invoice Date:
Line Open Amount: Tracking Date:
Referenced Line Amount: Check Description:
Interest Ineligible:
4
Payment Type: &
special Instructions Code: &
Interest Amount From IPR:
PY AccrualiClearing %: (I T L &|
Extension Reason: &)
Extension Description:
Invoice Acceptance/Sign-Oft
Date:
Billing Profile:
Central Statement BRRO:
After Accounts Payable Period:
Percentage Completed Before:
Percentage Completed Now:
F save || 5 undo | S insert new Line || [ Insert Gopied Line | | E4 Eait witn Gria

Complete the General Information tab of the Accounting component to encumber $10,000 for services
related to the Arizona Access and Visitation Program, steps:

In the Document Navigator, click Accounting

Click Insert New Line. The fields in the General Information tab are available for data entry.
In the Line Amount, enter 10,000

Vendor Invoice Number, enter XXX1234 where XXX represents the department

In the Vendor Invoice Line, enter 1

A T o o

In the Vendor Invoice Date, click the Show Calendar icon and select 07/01/2015

Weicome, Training 1 Procurement | Budgeting | Accounts Receivable | Accounts Payable
view Al 1 of 1 | @) Document validated successfully

General Accounting ExDEnse(GAX]l Dept: 100 ID: 100 GAX Ver: 1 Function: New Phase: Drafl ‘j

| Header |
Fund ACCO un t/n g | Vendor Vendor Line: 1 Vendor Customer: ADAZ2AAAA  Legal Name: Vendor of Arizona2 |
Tab Accounting Line Line Amount Line Closed Amount Line Open Amount Referenced Line Amount Event Type
1 510,000.00 50.00 510,000.00 5000 APO1 By i

From 1to 1 Total: 1 Show Lines:[ 10 ¥ | Go 1o line: Go| | Exportta CSV.

= List View
General Information | Reference Funﬂ LRSRIIANE Detail Accounting | Service Dates || Additional Amounts

Fund: &| Object: | 5299 & OBSA: &|
Sub Fund: 2 Sub Object: 2 Sub OBSA: 2
Department: | 100 & Revenue: & Dept Object: &
Unit: &) Sub Revenue: & Dept Revenue: &)
Sub Unit: &) BSA: &)
Appr Unit: &| Sub BSA: |

Complete the Fund Accounting tab of the Accounting component, by selecting the Fund Accounting
tab, steps:
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1. Inthe Dept field, enter your agency dept code
2. Inthe Object field, enter 6299

Weicome, Training 1 Procurement | Budgeling | Accounts Receivable | Accounts Payable

view All 1 of 1| @ Document validated successfully

General Accounfing Expense(GAX) | Dept: 100 ID: 100 GAX Ver: 1 Function: New Phase: Draft || v

Header
. . Vendor Vendor Line: 1 Vendor Customer: ADAZ2AAAA _Legal Name: Vendor of Arizona2 5]
Detail Accounting e e i
Tab Accounting Line Line Amount Line Closed Amount Line Open Amount Referenced Line Amount Event Type
1 510,000.00 5000 510,000.00 5000 APO1 By i
From 11o 1 Total: 1 Show Lines:| 10 ¥ | o fo line: ﬂ Export fa GSV.
= List View
General Information | Reference | [Fund Accounting Senvice Dates | Additional Amounts
Fund: & Object: | 5259 2| OBSA: &|
Sub Fund: & Sub Object: & Sub OBSA: &|
Department: | 100 & Revenue: & Dept Object: &|
Unit: & Sub Revenue: & Dept Revenue: &|
Sub Unit: 2 BSA: 2
Appr Unit: & Sub BSA: &

Complete the Detail Accounting tab of the Accounting component, by selecting the, Detail Accounting
tab, steps:

1. Inthe Function field, enter 1005205

2. Inthe Program field, enter the Program code you created during the CAS

3. Click Save

Click the Validate button to check for errors. If any errors exist, correct the errors and click the Validate
button again. If the validation is successful, the following message displays in the upper left corner of
the screen: Document validated successfully.

Click the Submit button to submit the document for approval after all errors are resolved. If the
submission is successful, the following message displays in the upper left corner: Document submitted
successfully.

Click the Posting Component
4. View the GAX Accounting line and Posting lines.
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General
Information Tab

Welcome, Training 1 Procurement | Budgefing | Accounts Receivable | Accounts Payable

View 1 of 1 | @ Document submitied successfully

Gorers Accouning Exporss{GAXI| Dot 100 152 100 G Ve 1 Fanctirs e Pher P | <]

Document Navigator (]

Header
S Accounting Line Line Amount Line Closed Amount Line Open Amount Referenced Line Amount Event Type
1 $10,000.00 50.00 $10,000.00 5000 APO1
Accounting
From 1 to 1 Total: 1 Show Lines:| 10 ¥ | Go to ine: Go| | Exportto Gsv.
Fosting
= List View
[SORER R Reference | Fund Accounting | Detail Accounting | Service Dates | Additional Amounts Y]
Event Type: APO1 & Budget FY: 2015
Accounting Template: 2 Fiscal Year: 2015
Line Description: Periods | 12
Bank: | BK01 &
4
Vendor invaice Number: 1001234
Line Amount:  510,000.00
Vendor Invoice Line: 1
Line Closed Amount: 50.00
P E IR Vendor Invoice Date: 07/01/2015
Line Open Amount: 510,000 00 Tracking Date:
Referenced Line Amount: 50.00 Check Description:
Interest Incligible:
Payment Type: & 4
Special Instructions Code: @
Interest Amount From IPR:
PY AccrualiClearing %: Disbursement Category: &
Extension Reason: &
Extension Description:
Invoice AcceptancelSign-Off
Date:
Billing Profile:
Central Statement BPRO:
After Accounts Payable Period:
Percentage Completed Before:
Percentage Completed Now:

Click the General Information tab in the Accounting component. Notice the Event Type APO1, Budget
FY, Fiscal Year, Period, and other fields have been inferred.

Component

Welcome, Training 1
View All 107 1] @ D

mitted successfully

Procurement | Budgeting | Accounts Receivable | Accounts Payable

General Accounting Exp:nu(GAX)‘ Dept: 100 ID: 100 GAX Ver: 1 Function: New Phase: Final ‘ [+

Document Navigator (%

Header
Vandor Line Function
Accountin
e 1| Standard L5
. oot
Posting
Dot
2 Standard oot

From 1102 Total: 2

Welcome, Training 1

View 41l 1 0f 1] @ D mitted succassiully

Debit Posting Debit Posting Name
Credit Posting Credit Posting Name
Extemal AE
Disb Payable
Extemal AE
Disb Payable

Debit Amount

Credit Amount

57,500.00 -
57.500.00

$2,500.00 -
52,500.00

Show Lines:| 10 ¥ | Goto line:

Procurement | Budgeting | Accounts Receivable | Accounts Payable

Go| | Exportto GSV.

Gererat Accountng ExpersoGAX)] Dot 100 10 100 GAX Vers 1 Fancton: New_Phase Pl || =

Document Navigator (]

Headsr
Vendor Line Function
Account
e 1 Standand o1l
- D001
Posting
o1t
2 Standard oot

From 1102 Total: 2

Close up view of the Eye icons.

Credit Amount

Debit Posting
Credit Posting

Debit Posting Name:
Credit Posting Name

Extemal AE

Disb Payable

Extemal AE

Disb Payable

“r
57.500.00/

o

52 500.00

¥ | Goto line

In the Document Navigator, click Posting

 Go| | Export to CSV

Debit Amount

Credit Amount

£7,500.00

$2,500.00

Show Lines:[ 10 ¥ | Goto,

57,500.

Notice the two Posting lines: based on the inferred Funding Profile, AFIS has created one Federally-
funded Posting line for $7,500 and one State-funded Posting line for $2,500.

Click the Show Details (eye) icon for the first Posting line. The details will display.
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Detail Accounting

Tab

Welcome, Training 1 Procurement | Budgeting | Accounts Receivable | Accounts Payable

Jiews All 1 of 1 | @ Document submitted successfully

General ActnunhnuExpﬂn!e(GAX)‘ Dept: 100 1D: 100 GAX Ver: 1 Function: New Phase: Final ‘j

Rosting Totsl Lines: 2_osting Lines 1

Document Navigator (|

Header
Debit Posting Debit Posting Name Debit Amount
Vendor L fmacton Credit Posting Credit Posting Name CreditA
Accounting 1 Standard DOt External AE 57,500.00
[r— andar D001 Disb Payable
Posting
General Information || Fund Accounting [P iaa
Location: Reporting: Major Program: 100MP

Sub Location: Sub Reporting: Program: 100PROGRAM

Activity: Task: 100000 Phase:
—
Sub Activity: Sub Task: 937654 Program Period: 10015
Function: 1005205 Task Order: Funding Profile: 100

Sub Function:

[ Show Lines I
E/,' TR Copy | [[B Copy Forward |

Stage Profile:

Funding Prierity: 10

Funding Line: 1

[ Discard | i View PDF | [ &) Print ] [ Processing~ | [ Workilow=

From this Posting line detail page, click the Detail Accounting tab.

Notice the Funding Profile, Funding Priority, and Funding Line fields are populated; and Funding Line 1
has been inferred for the Federally-funded line.

1.
2.

&AFIS - internal Use Only

In the lower left corner of the document, click Show Lines to return to the Posting Lines

In the Posting grid, select Posting line 2

Click the Show Details (eye) icon for the second Posting line. Notice Funding Line 2 has been
inferred for the State-funded line.

Click Close to close the GAX document

Click Home on the Primary Navigation Panel to return to the Home Page
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Review the Status of a Cost Accounting Budget

Previously, you saw how project and grant budgets are displayed on the budget inquiry pages. The

Expense Actuals component of the budget inquiry page displays expenditure activity throughout the
lifecycle of the project or grant.

The Expense Actuals component on the budget inquiry page displays expenditure transactions. In
addition, AFIS calculates and displays the impact on the remaining budget in the Uncommitted,
Unobligated, Unexpended Accrued, and Unexpended Cash fields.

Welcome, Training 1

Procurement Budgeting

Accounts Receivable

Accounts Payable

311-MA - Financial MA2 Reimbursable Grant: Funding Priority
Message Center MemiiBock:
Search
History Major Program Funding Funding Current Actual Total ; Availabl L zed
Department 500 Program Period Profile Priority. Budget Expenses Revenue Revenue
& Favorites
= v 100 100MP 100PROGRAM 10015 100 10 5100,000.00 $10.000.00 50.00  550,000.00 590,000.00 50.00
Administration 100 100MP 100PROGRAM 10015 100INEL 10 512.000.00 50.00 35000 S12.00000 51200000 5000
Open Admin First Prev Next Last
Open Financials Search &b
@rEn R » Expense Actuals
Pre-Encumbered : zp oo Q Uncommitted : £50,000.00
Encumbered : =g pg Q Unobligated : £90,000.00
Accrued Expenses : g 000.00 Q Uncommitted Charges : $50.000.00
Cash Expenses : g oo ":ﬁ'. Available : £30.000.00
Actual Expenses : 510.000.00 Unexpended Accrued : $90.000.00
. Unexpended Cash : $100.000.00
Charges : =j op & = R
Back End Splits : gp gp Q

Now, return to the budget inquiry pages to see how expenditure transactions are displayed.

QAFIS
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Review the Status of a Cost Accounting Budget

View the Impact of Front End Split on Posting Lines on the budget
inquiry tables

Scenario

Now that we have finalized the GAX document we need to view the impact of the front end split on
the budgets and ensure they posted correctly.

Navigate to the budget inquiry pages to view the impact of the GAX document.
Login to the AFIS Home Page.

The Major Program, Program, Phase, Funding Profile hierarchies, funding profile inferences, and initial
budget lines for the AZ Health Improvement Grant have been established.

A GAX document for professional services has been submitted to Final Phase.
Navigate to the Budget Structure 39 Level One Budget Inquiry page, steps:
In the Jump to field, enter BQ39LV1

Click Go

Click Search. The Search window is displayed

In the Dept field, enter your agency dept. code

In the Program field, enter the Program code you created earlier

In the Funding Profile field, enter XXX where XXX represents the department
Click Ok.

N o v oA w N oe

= The Reimbursable Grant: Funding Priority page is displayed

Review the expense actuals for the AZ Health Improvement Grant in the Expense Actuals component.

Notice $10,000 in the Accrued Expenses and Actual Expenses fields due to the Procure to Pay activities.

Expenditures will update the Cash Expenses field when a disbursement document for the transaction is
processed to Final Phase.

Welcome, Training 1
311-MA - Financial MA2

Procurement | Budgefing | Accounts Receivable | Accounts Payable

Reimbursable Grant: Funding Priority

Message Center

Search

History Major

Program
v 100 100MP
100 100MP

Program
Period

Eunding
Profile

100
100INEL

Current
Budget

Actual
Expenses

510.000.00
$0.00

Department Funding

Priority
10
10

Total . A 1 ized
Revenue Revenue

50.00
50,00

Program

Favorites
100PROGRAM 10015

100PROGRAM 10015

5100.000 00
$12,000.00

5000 59000000 S$90.000.00
50.00 $12,000.00 512,000.00

Administration

Open Admin
Open Financials

Open HRM

First Prev Next Last
Search ¥k

w Expense Actuals

Pre-Encumbered : 5 gg

Q Uncommitted : 530 000.00

Accrued Expenses : 510.000.00

Actual Expenses : 510 00000

Charges : 5y g9

%AFIS — Internal Use Only

L : 590,000.00
3 | Uncommitted Charges : 590 000.00
- Available : 590,000.00
Unexpended Accrued : 590 000.00
Unexpended Cash : 5100.000.00
Back End Splits : 5p op
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8. Click the Magnifying Glass icon to the right of the Accrued Expenses field to drill down to
the Detailed Transaction Listing. Notice there are two lines displayed for the same

document due to the two Funding Lines for this transaction.

Welcome, Training 1
311-MA - Financial MAZ

Procurement

Detailed Transaction Listing

Budgeting Accounts Receivable

Accounts Payable

Message Center

Search

History
Favorites
Administration

Open Admin

Doc Code Doc Dept DeclD Document ldentifier Accrued Expenses
v GAX 100 100 GAX GAX 100 100 GAX 57.500.00

GAX 100 100 GAX GAX 100 100 GAX £2.500.00
First Prev MNext Last Download

Open Financials

Open HRM

9. Click Document Identifier link to navigate to the GAX document that created the Accrued
Expense. The GAX document is displayed.

10. Click Close button on the GAX to return to the Detailed Transaction Listing

Search
Doc Code : GaX
Doc Dept: 100
DocID: 100 GAX
Accrued Expenses 57.500.00

11. Click Ok to return the BQ39LV1 page

Lok | cance]

Notice the system generated values in the Uncommitted, Unobligated, Unexpended Accrued,
and Unexpended Cash fields.

Click the Uncommitted field label to view the Formula Definition that is generating the value in the field

‘Welcome, Training 1
311-MA - Financial MAZ

Procurement

Formula Definition

Budgeting Accounts Receivable

Accounts Payable

Message Center
Search
History
Favorites
Administration
Open Admin

Open Financials

Copy  First Prev Mext Last
Formula Definition : Current Budgst - Purchase Reservations - Pre-

Encumbered - Encumbered - Accrued Expenses -
Cash Expenses

“

Fraj =]

1. Click Ok to return to the budget inquiry page

2. View Level Two of Budget Structure 39, then return to the Home Page

3. From the BQ39LV1 page, click the Program Period Budget link to view the Reimbursable

Grant: Funding Line page for the budget structure.

Note: The Accrued Expenses and Actual Expenses fields display 57,500 to reflect the 75%

Federal share of the expenditure.

In the summary grid, click the line for Funding Line 2 to view the values in the Accrued Expenses and

Actual Expenses fields for the State share of the expenditure.

To return to the Home Page, click Home in the Primary Navigation Panel.

Note: You may navigate to the program budget inquiry pages to view the impact of the

expenditure transactions.
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Prevention of and Correction of Errors

Data entry errors for Cost Accounting activities may occur at any point during the lifecycle of a project or
grant. The steps necessary to correct errors will depend upon the error: what data was entered
incorrectly; at what point in the lifecycle the error is discovered; and the details of the funding
agreement with the Federal agency for each specific project.

Accounting Templates and Function Codes

The use of accounting templates and function codes simplifies data entry for the user by establishing
most of the correct Chart of Accounts elements to use for a specific type of project or grant expenditure.
For example, an accounting template or function code may be established for each project, containing
the proper Fund Accounting elements, as well as the proper Program and Phase elements for a project
expenditure. Then, when the user selects the appropriate Accounting Template, very few Chart of
Accounts elements must be manually entered on the Accounting line. See the General Accounting
course for additional information about creating accounting templates and function codes.

AFIS Edits

AFIS Cost Accounting functionality includes edits that help ensure accurate data entry. For example,
error messages will be generated if a user attempts to enter a Phase for a project that has not been
established on the Program Phase page. Or, an error will be generated if insufficient budget remains for
a project expenditure. The messages will provide information about the data element that triggered the
AFIS edit.

Required, Valid, and Invalid Chart of Accounts Tables

AFIS provides several tables that may be used to ensure that the Chart of Accounts elements entered on
the Accounting lines are present when required, or either valid or invalid combinations. These tables are
optional and may not be used for all cost structures. Available tables are:

=  Program Activity Requirement (PRGREQ)

= Unit/Program Required (PROGREQ)

= Valid Unit Program Combination (VUPROG)
= Valid Phase/Event Types (VPHEVNT)

= Invalid Phase/Event Types (IVPHEVNT)

Workflow

Some errors may not trigger an AFIS error message, yet may still be inaccurate for the funding
agreement. For example, the incorrect Phase may be selected for an expenditure. Transactions entered
on an AFIS document are not complete until the document is approved by all individuals on the
workflow for that document; so it is very important for document approvers to carefully review the
Chart of Accounts elements on the Fund Accounting and Detail Accounting tabs of a document
Accounting line prior to approving the document. If data entry errors have been made, the document
can be rejected for correction of the error(s).

Correction of Errors
If an error is identified after the drawdown request has been submitted and the reimbursement
deposited by the State, then the steps necessary to correct the error will depend upon the funding
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agreement with the Grantor: the Federal agency may ask the State to adjust it against the next bill or it
may require a refund for the incorrect amount drawn.

Whenever possible, the error will be corrected by creating a modification version of the original,
incorrect document. If necessary, a Cost Accounting Journal Voucher (JVC) document will be created to
correct the error. If you are correcting a post for a Major Program setup to use front end split, the
standard vouchers (JV and JVA) are not available. See the General Accounting Course for detailed
information on creation of journal voucher documents.

i“'j

Review the Status of a Cost Accounting Program Expense Budget

(38 Budget)

Scenario
Now that we have established the Cost Accounting structure with the appropriate budget structures
and created a payment document we can view the split impact of the appropriate budgets and view

the differences.

Navigate to the budget inquiry pages to view the impact of the receipt of revenue for the AZ Expressway
Project.

Login to the AFIS Home Page.

A drawdown request for the AZ Expressway Project has been processed and revenue received.

Navigate to the Budget Structure 38 Level Three Budget Inquiry page, steps:

In the Jump to field, enter BQ38LV3

Click Go. The Major Program Budget page opens and a Search window is displayed

In the Department field, enter your agency dept code

In the Major Program field, enter XXXMP where XXX represents the department

LA

Click Ok. The budget line for your program is displayed in the grid
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Closing a Program or Program Component

This section will review:

= |dentify the mechanisms available to close a project or grant

= C(Close agrant

Closing a project or grant is defined as the point at which no further transactions are allowed to be
processed for the project or grant. The Active check box in AFIS is used to indicate whether a Chart of
Accounts element is active or inactive. A project or grant element is closed by unchecking the Active
check box on the appropriate Cost Accounting Chart of Accounts element. The Effective From and
Effective To date fields also control the ability to process transactions for a Cost Accounting Chart of
Accounts element.

Close a Program or Program Component
The Active check box and the Effective From and Effective To date fields on various pages restrict
transactions in AFIS.

Active Check Box

The Active check box is found on the Major Program, Program, Program Phase, Program Period, and
Funding Profile pages. No transactions of any kind can be processed for that Chart of Accounts element
if the Active check box is unchecked. This box remains checked on all pages until all transactions for that
project or grant are processed. Then, the Chart of Accounts element is closed by unchecking the Active
check box.

A project or grant is normally closed by unchecking the Active check box on the Program page; however,
this check box may optionally be used on the Program Phase or Program Period pages. This is
appropriate when one Phase of a Program must be closed but other Phases of the Program remain
active; or when one Program Period of a Program must be closed but other Program Periods of the
Program remain active.

To close out a Cost Accounting Element (Program Period), steps:
1. Refer Back to CAM activity on pg. 68
2. Follow the directions to load the Major Program, Program, and Program Period

3. Close out your Grant Award on the Program Period by unchecking the Active box, on the
Program Period level

4. Then Validate and Submit your CAM to Close out the Program Period
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Welcome, Training 1 Procurement | Budgeting | Accounis Receivable | Accounts Payable
F11-MA - Financial MA2 Program Setup
Message Center Menu Back
Search
History Major . Effective Effective Billing Agreement .
Department Program Name Program Active B i Date Reimb Status
Favorites -
~ 100 100PROGRAM 100 STATE ACCESS AND VISITATION PROGRAM 100MP No 05/15/2015  Allowed for Reimbursement
AT First Prev Mext Last  Attachments
Open Admin Save Undo Delste Insert Copy Paste Seach #B
Open Financials .
= General Information
Open HRM B
“Department : [1pg Q Effective From :
*Program : 100PROGRAM Effective To :
Auto Generate : Eme o
Prefix :
“Name : 100 STATE ACCESS AND VI

*Short Name :
*Major Program :

100 ACC AND VIS

Reimb Status: Allowed for Reimbursement ¥

100MP @ Reimb Eligible : [+

Sub Account : Reclass Exclusion :
Site Location : Major Program Effective Start Date :

Program Status : ﬂ Major Program Effective End Date :

= Final Bill
b General Options
4 b Rollups
b Description/Contact
b Highway Project
P Fixed Asset Information
» Program Dates
Top
o Fixed Asset Gi 1 Program Allocation = Cost ting_Document it History

NOTE: The Active check box is marked, indicating it is active. To close out, uncheck Active and
save.

The Effective From and Effective To date fields are found on the Major Program, Program, Program
Phase, and Funding Profile pages. The use of the effective date fields is optional.

The Effective From and Effective To date fields on the Major Program are optional. Refer to department
procedure.

The Effective From and Effective To date fields on the Program, Program Phase, and Funding Profile

pages may be used to control the date range that transactions can be posted to the element. Refer to
department procedure.

Welcome, Training 1

Procurement | Budgeling | Accounts Reccivable

Accounts Payable

311-MA - Financial MA2

Message Center

Major Program

Menu Back
Search
History Department Major Program Name Active Effective From Effective To Drawdown Group Drawdown Department
Favorites v 100 100MP 100 STATE ACCESS AND VISITATION Yes
Administration 100 BUDGET Budget UAT Yes
100 FAMJRPROG FAMJRPROG Yes
0 Admil
=GR 100 MJPRG Major Program for Training Yes
Open Financials 101 BUDGET Budget UAT Yes
Open HRM First Prev Mexl Last  Aftachments
Save Undo Delste Inser Copy Pasle Ssach #k
= General Information
“Department: [159 & Effective From :
Instructor Effective To :
*Major Program : 1001MP YT
Auto Generate : Budgeting : ¥
Prefix : Reimb Status :| Allowed for Reimbursement
*Name

*Short Name

%AF”IMS“ — Internal Use Only

/100 STATE ACCESS AND VI| Reimb Exclusion :
#1100 ACC AND VIS

ADOA - GAO 7/01/2021

Participant Guide: Cost Accounting 116



Decentralized Cost Accounting Chart of Account Elements

All of the Cost Accounting Chart of Accounts elements are department-specific. This means that each
entry made on a table to create a cost structure includes a Department code. In addition, some of the
tables used to create Major Program and Program rollups are also decentralized. A complete list of all
Cost Accounting reference tables that are decentralized is as follows:

Major Program

Major Program Type (Rollup)
Major Program Group (Rollup)
Program

Program Type (Rollup)
Program Group (Rollup)
Funding Profile

Phase

Program Phase

Program Period

Stage Profile

Task Order
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Cost Accounting Reporting

The key reports needed to support the AFIS Cost Accounting business processes are listed below.
Included with some of the reports are the data elements (prompts) that are available.

infoAdvantage Reports

FIN-AZ-CA-N170 - CMIA Interest Liability - This report captures the CMIA Interest Liability Calculation.
Within the report, user-based filter options are available for the following data elements: CFDA, To Date,
Interest, Department, Fund Group, From Date.

FIN-AZ-GM-C075-RDD Year to date Grant Awards vs. Expenditures - This report captures year to date
total revenue from all Revenue Sources, total expenditures, and the remaining award amount for a
Grant. Within the report, user-based filter options are available for the following data elements: Fiscal
Year (FY), APD, Department, Program Period, CFDA, and Major Program.
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Appendix

AFIS
Cost Structure Overview

CENTRALIZED

|
| |
| |
| Major Major i
| Program Program |
I alegor, l3s: |

CENTRALIZED

F'rogram Program
/ Class.

\ - Tack Order /
Program Funding Program/ ganlrl\e'
i — rogran
Pericd Profile '--q..h___ Phase ...
“f Task Order

Stage Profile I"\ FPH FPI12 FPI4 FPIS \
-DEPARTMENT -DEPARTMENT -DEPARTMENT -DEPARTMENT -DEPARTMENT -DEPARTMENT
- MAJOR PROGRAM | |- MAJOR PROGRAM | |- MAJOR PROGRAM | (- MAJOR PROGRAM | |- MAJOR PROGRAM | [- MAJOR PROGRAM
Fu|;|di.ng - PROGRAM - PROGRAM - PROGRAM PERIOD | |- PROGRAM - PROGRAM - PROGRAM
\ Priority - PHASE - PHASE - FISCAL YEAR - PROGRAM PERIOD | |- REIMB ELIGIELE - TASK
. - PROGRAM PERICD | |- REIMB ELIGIBLE - ACTIVITY - REIMB ELIGIBLE = FUNDING PROFILE | |- REIME ELIGIBLE
T Stage Line \ - FISCAL YEAR = FUNDING PROFILE | |- REIMB ELIGIELE > FUNDING PROFILE = FUNDING PROFILE
\ - ACTIVITY = FUNDING PROFILE
| - OBJECT
) - REIME ELIGIELE
/ = FUNDING PROFILE J
Line Exrl Funding Line s = - = =4
- e # Transaction Accounting Line ~
Program Code configured far a
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The required and optional elements in the AFIS cost structure may be combined in different ways to
meet the Cost Accounting needs of the specific grant or project. Seven models of cost structures have
been established for use by departments. Based upon the structure element required for each grant or
project, the department selects the appropriate model to establish the cost structure in AFIS. Therefore,
departments may use one or more models depending on their Cost Accounting needs. The structure
elements and associated models are defined further below.
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MODEL
1 2 3 4 5 6 7
Structure Elements
Track Expenditures and Revenue by Project Activities (Phases) X ¥
Track Expenditures and Revenue by Time Periods W X % X %
Three level structure with Major Program as the top tier W W ¥ W W W
Four level structure with one of the Major Program roll-up fields
as the top tier *
Budget Elements
Budget Expenditures by Project Activities (Phases) ¥ ¥
Budget Expenditures by Time Periods W W ¥ W W
Reimbursable Grant % X ¥ W
Funding Elements
Funded by a single Federal Grant (CFDA), renewable each year X
Funded by a single Federal Grant (CFDA) which covers multiple
years X
Funded by a new single Federal Grant (CFDA) for each year's
apportionment *
i . . X X
Funded by multiple grants and/or multiple CFDA simultaneously
Funded by State fund matches X X X X

Cost Structure Model 1
Model 1 is used for activity-based, non-reimbursable, and internally funded projects. It is characterized
by the following elements:

= Track Expenditures and Revenue by Project Activities (Phases)
= Three level structure with Major Program as the top tier
= Budget Expenditures by Project Activities (Phases)

To meet these Cost Accounting needs, this type of project will utilize the following cost structure
elements. For several elements, more than one entry will be needed.

= Major Program
=  Program

=  Phase

=  Program Period

=  Program Expense Budget

Cost Structure Model 2
Model 2 is used for time period-based, non-reimbursable, and internally funded projects. It is
characterized by the following elements:

=  Track Expenditures and Revenue by Time Periods
= Three level structure with Major Program as the top tier

= Budget Expenditures by Time Periods
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To meet these Cost Accounting needs, this type of project will utilize the following cost structure
elements. For several elements, more than one entry will be needed.

=  Major Program
=  Program
=  Program Period

=  Program Expense Budget

Cost Structure Model 3
Model 3 is used for time period-based, non-reimbursable, and internally funded projects with additional
structure levels. It is characterized by the following elements:

=  Track Expenditures and Revenue by Time Periods
=  Four level structure with one of the Major Program roll-up fields as the top tier
=  Budget Expenditures by Time Periods

To meet these Cost Accounting needs, this type of project will utilize the following cost structure
elements. For several elements, more than one entry will be needed.

=  Major Program

=  Major Program Group
=  Program

=  Program Period

=  Program Expense Budget

Cost Structure Model 4
Model 4 is used for time period-based, reimbursable and/or externally funded projects with a renewable
CFDA number at the Funding Line. It is characterized by the following elements:

= Track Expenditures and Revenue by Time Periods

= Three level structure with Major Program as the top tier

=  Budget Expenditures by Time Periods

= Reimbursable Grant

=  Funded by a single Federal Grant (CFDA), renewable each year

=  Funded by a single Federal Grant (CFDA) which covers multiple years, but requires no renewing
effort

=  Funded by State fund matches

To meet these Cost Accounting needs, this type of project will utilize the following cost structure
elements. For several elements, more than one entry will be needed.

=  Major Program

&AFIS - internal Use Only ADOA - GAO 7/01/2021  Participant Guide: Cost Accounting 121

=



Program

Program Period

Funding Profile

Funding Priority

Funding Line

Program Expense Budget
Reimbursement Budget

Funding Profile Inference

Cost Structure Model 5
Model 5 is used for time period-based, reimbursable and/or externally funded projects with new CFDA
numbers each year recorded on the Program Period. It is characterized by the following elements:

Track Expenditures and Revenue by Time Periods

Three level structure with Major Program as the top tier

Budget Expenditures by Time Periods

Reimbursable Grant

Funded by a new single Federal Grant (CFDA) for each year's apportionment

Funded by State fund matches

To meet these Cost Accounting needs, this type of project will utilize the following cost structure
elements. For several elements, more than one entry will be needed.

Major Program

Program

Program Period

Funding Profile

Funding Priority

Funding Line

Program Expense Budget
Reimbursement Budget

Funding Profile Inference

Cost Structure Model 6
Model 6 is used for time period-based, reimbursable and/or externally funded projects with multiple
grants at the Funding Line level. It is characterized by the following elements:

Track Expenditures and Revenue by Time Periods

Three level structure with Major Program as the top tier
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Budget Expenditures by Time Periods
Reimbursable Grant
Funded by multiple grants and/or multiple CFDA simultaneously

Funded by State fund matches

To meet these Cost Accounting needs, this type of project will utilize the following cost structure
elements. For several elements, more than one entry will be needed.

Major Program

Program

Program Period

Funding Profile

Funding Priority

Funding Line

Program Expense Budget
Reimbursement Budget

Funding Profile Inference

Cost Structure Model 7
Model 7 is used for activity-based, reimbursable and/or externally funded projects with multiple grants
at the Funding Line. It is characterized by the following elements:

Track Expenditures and Revenue by Project Activities (Phases)
Three level structure with Major Program as the top tier

Budget Expenditures by Project Activities (Phases)
Reimbursable Grant

Funded by multiple grants and/or multiple CFDA simultaneously
Funded by State fund matches

To meet these Cost Accounting needs, this type of project will utilize the following cost structure
elements. For several elements, more than one entry will be needed.

Major Program

Program

Phase

Program Period
Funding Profile

Funding Priority

Funding Line
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=  Program Expense Budget
= Reimbursement Budget

=  Funding Profile Inference

The AFIS automated reimbursement process is supported by several automated batch processes. For
additional information, please refer to the AFIS Cost Accounting Run Sheets, which are available in the
AFIS Application Help, or contact your GAO Liaison.

Reimbursement Process

The full scope of the Cost Accounting Reimbursement functionality is divided into three required
processes: Reimbursement Selection and Calculation, Reimbursement Generation, and Reimbursement
Output. The three required processes are inter-related and must be executed in a sequential order.

Reimbursement Selection and Calculation Job
The Reimbursement Selection & Calculation chain has four jobs:

= Reimbursement Selection
= Load Documents from XML
=  Submit Documents

= Cleanup

The Reimbursement Selection and Calculation process:

=  Gathers reimbursable transactions

= Verifies that the Posting Codes within each gathered reimbursable transaction allows the
transaction to be reimbursed

= Applies funding split rules for Back End Splits, and
= (Creates input file for the subsequent Reimbursement Generation process

The Reimbursement Selection Parameters (REIMSEL) table is used to provide instructions for the
running of the Cost Reimbursement Selection process.

Reimbursement Generation Job

The Reimbursement Generation process selects transaction records for reimbursement based upon the
two parameter tables described below. Just because a transaction is eligible for reimbursement does
not mean that it will be used for the very next running of the overall reimbursement processes.

The Reimbursement Generation Parameters (REIMGEN) table, as well as the Reimbursement Frequency
Date (FREQDT) table, is used to provide instructions for the running of the Reimbursement Generation
process. The latter table, for example, indicates the reimbursement frequency characteristic of a grant
or project which the system will look for the next time the overall reimbursement processing occurs. A
reimbursement frequency of Daily would have related transactions picked up by reimbursement
processes more frequently than a reimbursement frequency of Monthly or Quarterly.
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Reimbursement Output

The Reimbursement Output process generates the actual drawdown request for grants such as FHWA
file, Receivable (RE) document, Cash Receipt (CR) document (for pre-paid grants), or Internal Exchange
Transaction (IET) documents for the portion of the reimbursable expenditure funded internally.

The Reimbursement Output Parameters (REIMOTPT) table is used to provide instructions for the running
of the Cost Reimbursement Output process.

Reclassification Process
The Reclassification process is organized into two different processes as described below:

Normal Reclassification

During the life of a Cost Accounting entity (for example, project, grant, or job), the financial structure of
the reimbursement funding and cost eligibility will require modification. These modifications are due to
a variety of factors to include: changes in the agreement amounts with an external funding source,
changes in the eligibility of certain types of reimbursable expenditures, or errors in the setup of the
grant or project. The Reclassification process is executed when there are retroactive changes in the
agreement amounts with an external funding source, changes in the eligibility of certain types of
reimbursable expenditures, or setup errors. The process may be run in Report, Update, or Report &
Update modes.

When the need for reclassifying program transactions is identified, and the department determines it is
ready to run the process in Update mode, the department will configure the parameter entries for the
Reclassification process, which are entered into the Reclassification Parameter Screen:

=  Automatic Overflow Indicator - This check box is unchecked for normal reclassification.

= Transaction Date From and To - These fields are optional and may be used to identify specific
begin and end dates for the reclassification process.

= Department - This field is required and is used to identify the department code for the Major
Program requiring reclassification.

= Major Program - This field is required and is used to identify the Major Program code requiring
reclassification.

=  Funding Profile - This field is required and is used to identify the Funding Profile requiring
reclassification.

= Phase - This field is optional and is used if a specific Phase requires reclassification.
=  Program - This field is optional and is used if a specific Program requires reclassification.

=  Program Period - This field is optional and is used if a specific Program Period requires
reclassification.

Once the parameters for the process have been identified, the GAO schedules the Reclassification
process to be run in Update mode based upon the department requirements. The process generates the
following updated documents (if necessary, based on the reclassification parameters):

=  Automated Disbursement (AD)

= Charge Transaction (CH)
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= |nternal Transaction Approval (ITA)

= Internal Transaction Initiator (ITI)

= Internal Exchange Transaction (IET)

=  Manual Disbursement (MD)

=  Payroll Expenditure Correction (PYRL)
= [ssue Confirmation (Cl)

=  Stock Transfer Receipt (TR)

= Qver-the-Counter (OC)

= Stock Return (SN)

= Cash Receipt (CR)

If any of the documents are generated with errors, the GAO reviews and resolves the errors, with help
from the department if needed.

Automatic Overflow Recapture

Changes to funding or eligibility may free up monies, which can be applied against transactions that
were previously not eligible for reimbursement due to exceeding the funding limitations. These amounts
would have been applied to the “overflow” priority in a Funding Profile and, with the new funding rules
established, may now be eligible for reimbursement.

It is important to note these two processes are independent of each other and must be executed
separately. In addition, when the reclassification process is executed in the normal reclassification mode
or automatic overflow recapture mode, the reclassification process identifies the original transactions
required to be reclassified and creates the appropriate adjusting transactions to affect the changes.

When the Automatic Overflow Recapture indicator is set to Yes, the reclassification process will look for
any programs that have Overflow costs (that is, the overflow priority has billed balances). If there are
any of these programs with Overflow, which also have had a funding change (that is, additional dollars
added, a new priority added ahead of the Overflow priority — determined by a previous priority with
available dollars), the reclassification process will automatically include these programs in the
reclassification process. This process eliminates the need to identify all Programs with Overflow costs in
the reclassification parameters.

It is important to note that the Automatic Overflow Recapture indicator only affects the input to the
reclassification process. Once these Overflow Reclassifications are included in the input, they are
processed just like any other Reclassification.

This Automatic Overflow Recapture process is executed when the following conditions exist:

= The Automatic Overflow Recapture indicator is set to Yes.

=  This process can be executed when funds are spent from a temporary budget and funds become
available in a real budget.
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= Atemporary budget is associated with a Funding Priority with an Overflow Indicator of ‘Y’.
Online edits are in place to ensure that only the last Funding Priority within a Profile can be
defined as Overflow.

= This process looks at the Funding Split Log for Funding Priorities that are marked as Overflow, if
it finds one it will see if there are any funds available in the other Priorities associated with the
same Funding Profile.
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Terminology

Term

Activity

Automated
reimbursement
process

Cost Accounting

Cost Accounting
Modification (CAM)
Document

Cost Accounting
Setup (CAS)
Document

Cost Structure

Drawdown Groups

Front End Split
Process

Function

Funding Line

%AFIS — Internal Use Only

Description

An optional department-specific Chart of Accounts element used to capture
additional information. Refer to department procedure for the use of the
Activity field and valid Activity codes.

The series of three optional AFIS batch jobs that are used to select transactions
for reimbursement, calculate drawdown requests, and generate Receivable
and/or Cash Receipt documents, in accordance with funding rules established
within the cost structure for each grant or project setup to use the automated
reimbursement process.

The process of accumulating, analyzing, and reporting cost information related
to grant, project, program, and job activities.

The document that is used to modify various reference pages and budgets
related to a project or grant. May be used to add or delete entries on some
reference pages related to a project or grant.

The document that is used to set up the various reference pages and budgets
related to a project or grant.

The specialized Chart of Accounts elements in AFIS that that provide specific
controls and tracking capabilities for transactions that support project and
grant activities.

Enable the system to group expenditures for reimbursement (draws) across
different Departments, Major Programs, and Programs. Drawdown Groups are
optional and can be defined at the Major Program or Program level.

One of two methods to perform funding source calculations in AFIS: the second
is the back end split (the back end split method is not used by the State and will
not be discussed in this course). The front end split process directs AFIS to
perform funding source calculations for expenditures at the point of document
entry. Front end split adjusts the input document to infer and record the
accounting codes and the funding participation information at the time of
entry. Front end split is set at the Major Program level.

Used when creating documents to reduce input errors by inferring values based
on document type and department

Represents a funding source within a Funding Priority. It identifies the funding
source, the percentage of expenditures the funding source will fund, the draw
frequency, the revenue code, and any associated restrictions. A Funding Priority
must have at least one Funding Line but may have multiple Funding Lines. The
Funding Line is also used to store information needed for other purposes, such
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Term

Funding Priority

Funding Profile

Funding Profile
Inference

Funding Source

Funding Split

Internal Buyer
Funding Line

Location

Major Program

Major Program
Category

%AFIS — Internal Use Only

Description

as Federal Appropriation Number and Catalog of Federal Domestic Assistance
(CFDA) number. Funding Lines are set up only for the projects and grants that
use the AFIS automated reimbursement or front end split process and a
reimbursement budget structure.

Part of the Funding Profile hierarchy. It represents the sequence of funding.
Each Funding Profile includes at least one Funding Priority, and each Funding
Priority has at least one Funding Line. For projects and grants having sequential
spending requirements, funding priorities are established to represent the
sequence. Funding Priorities are set up only for the projects and grants that use
the AFIS automated reimbursement or front end split process and a
reimbursement budget structure.

The top level of the Funding Profile hierarchy, which identifies funding
relationships within a Major Program. The hierarchy is a structure with three
levels: Funding Profile, Funding Priority, and Funding Line. Funding Profiles are
set up only for the projects and grants that use the AFIS automated
reimbursement or front end split process and a reimbursement budget
structure.

Allows AFIS to identify the Funding Profile to default into expenditure

documents based on the Chart of Accounts elements entered on the document.

Funding profile inferences are required when using the AFIS automated
reimbursement process, or when using the front end split process for manually
calculated reimbursements.

Identifies the type of resources used to pay for the project or grant (Federal,
State or Other).

The mechanism that takes a single Accounting line for an expenditure and splits
it between multiple funding sources based on funding profile and funding
profile inference set up. The type of funding split for a cost structure is entered
on the Major Program record.

Part of the Funding Profile hierarchy. Defines one or more internal funding
sources to be associated with inter-governmental payments.

An optional Chart of Accounts element.

The highest level element of the cost structure. A Major Program identifies a
project or grant or a grouping of projects or grants.

A hierarchical inferred element used for reporting at the Statewide level.

ADOA - GAO 7/01/2021  Participant Guide: Cost Accounting 129



Term

Cost Structure

Phase

Program

Program Budget
Structure (Non-
reimbursement
budget structure)

Program Category

Program Group

Program Period

Program Phase
Program Type

Reclassification

Reimbursement
budget structure

%AFIS — Internal Use Only

Description

The collection of specialized Chart of Accounts elements in AFIS that that
provide specific controls and tracking capabilities for transactions that support
project and grant activities.

The Chart of Accounts element used to identify different Phases within a
Project. Examples are scoping, design, construction, etc.

Identifies a project or grant, or a division of a project or grant. An individual
Program is assigned to one and only one Major Program, while a Major
Program may have multiple Programs (but must have at least one).

Used to control how project/grant funds are expended. Budget Structure 38
(Grant Budget) is the most commonly used program budget structure. Budget
Structure 37 (Program Phase) is used for cost structures requiring budget
control at the Phase level.

A hierarchical inferred element used for reporting at the Statewide level.

A hierarchical inferred element used to group projects for reporting purposes at

the department level.

Defines time periods for Cost Accounting activities (the award period and/or
the grantor’s fiscal year).

A page that is used to associate a Phase to a Program.

A hierarchical inferred element used for reporting at the department level.

An automated process used to apply new funding profile information to existing

financial transactions in AFIS. For example, the Reclassification process can be
used to generate a bill to the Federal Highway Administration (FHWA) for
eligible expenses previously paid out of State Funds.

Must be used for those projects that are using the automated reimbursement
or front end split functionality in AFIS. The most common reimbursement
budget structure is Budget Structure 39 (Reimbursable Grant Budget). If
budgetary control is needed at the Program Phase level, Budget Structure 40
(Phase Reimbursable Budget) is used.
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Acronym
ACTV
AD
ADOT
AFIS
APD
CACR
CARE
AUTOCANO
BGPDE
BGPDR
BGPHE
BGPHR
BGPD
BGPE
CACT
CAM
CAS
CFDA
CH
CHCLS
CNTAC
CR
DDG
FA

FAN
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Definition

Activity

Automated Disbursement document
Arizona Department of Transportation
Arizona Financial Information System
Accounting Period

Cost Account Cash Receipt document
Cost Accounting Receivable document
Cost Accounting Auto Numbering page
Budget document for Budget Structure 38
Budget document for Budget Structure 39
Budget document for Budget Structure 37
Budget document for Budget Structure 40
Budget Structure 96

Budget Structure 97
Customer Account Options page

Cost Accounting Modification document
Cost Accounting Setup document

Catalog of Federal Domestic Assistance
Charge Transaction document

Charge Class page

Contact page

Cash Receipt document

Drawdown Group

Fixed Asset document

Federal Appropriation Number page



Acronym Definition

FEDAGCY Federal Agency page

FES Front end split

FHWA Federal Highway Administration

FHWACLN FHWA Rejection Records page

FPI2 Funding Profile Inference 2 page

FPI3 Funding Profile Inference 3 page

FP14 Funding Profile Inference 4 page

FPI5 Funding Profile Inference 5 page
FPPPAPPR Funding Profile Inference by Program Period and Appropriation page
FPRFLST Funding Profile Select page

FREQDT Frequency Date page

GAO General Accounting Office

GAX General Accounting Expenditure document
GFPI Grant Funding Profile Inference page

GLM Grant Lifecycle Management

GTAW Grant Award document

ICJ Internal Costing Journal page

ICT Internal Costing Transaction document

IET Internal Exchange Transaction document
INCR Internal Cost Rate page

ITA Internal Transaction Approval document
ITl Internal Transaction Initiator document
JACTG Accounting Journal

JCA Cost Accounting Journal

WV Journal Voucher document

JvC Cost Accounting Journal Voucher document
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Acronym
MD
MJPRG
OBl
OVDRTEXP
PAEX
PHASE
PHPRG
POEX

PPC
PRGREQ
PROG
PROGREQ
PSTAT
PTYP

RE
REIMGEN
REIMHIST
REIMOTPT
REIMSEL
SEFA
SOPT
TASKORD

VCUST
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Definition

Manual Disbursement document

Major Program page

Object page

Overhead Rate Exception page

Program Activity Exception page

Phase page

Program Phase page

Program Object Exception page

Program Period page

Program Activity Requirement page
Program Setup page

Unit/Program Required page

Program Status page

Program Type page

Receivable document

Reimbursement Generation Parameter page
Reimbursement History page
Reimbursement Output Parameter page
Reimbursement Selection Parameter page
Schedule of Expenditures of Federal Award
System Options page

Task Order page

Vendor Customer page



